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Business Account Representative
Training Manual

OVERVIEW

The ORCA Business Account website allows business representatives to perform many functions
related to managing their account. Through the Business Account website interface, a
business representative can:

Update (change) its password
Manage its agreement (change contacts, addresses)
Manage card groups (move cards between groups and branches)

Create new orders, order products, and confirm orders (order additional cards, load passes,
electronic purse value or vouchers onto cards, pay for orders via credit card)

Manage card details (blocking, unblocking, associating regional reduced fare permit cards)

Generate reports

This training manual provides step by step instructions for performing these functions. If you
require additional assistance, please contact your Lead Agency representative.
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ACTIONLISTING

In general, when you perform most card management functions via the Business Accounts
website, such as blocking or unblocking a card or product, or adding a product or value to a
card, this function does not happen immediately but through the following process.

An action taken on the Business Account website (e.g., blocking a card) places the order for
that action on an “actionlist.” Actionlists are downloaded to the distribution system twice a day
-- at 2:00 a.m. and 2:00 p.m.

Actionlists must be downloaded to the devices located on each bus in order for them to affect
the status of an individual card. Downloading to a bus happens when the bus enters and
departs its bus base. Consequently, it can take 24 to 48 hours for a particular action to be
downloaded to a bus, depending on when the order was entered into the website, when the
actionlist was downloaded, and when a particular bus received the download.

Once the actionlists have been downloaded to devices and buses throughout the regional
system, the cards must be tapped for the actionlist to produce the desired action on the card.
Cards may be tapped at the following locations:

Unit Reader Display Example

Any bus outside free fare zone | Pass, “"Added Pass,” $0.00

Any bus inside free fare zone | Free Area, Fare Not Deducted

Stand Alone (e.g., yellow International District (location), 01/04/2010 (date), Fare paid,
devices at train stations) $0.00, “Card Revalued”

Note: If using the Stand Alone simply to activate actionlist with
no trip, please tap off once message is read.

Ticket Vending Machine (TVM) | Action: Place card in card reader

card reader TVM Message: Error Reading Card, Transaction Cancelled
Action: Wait until message clears; card is read again
Action: Touch screen on button — “Show ORCA Card details”
TVM Message: E-purse value or Pass is listed on card detail
screen
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ACCOUNT CREATION

The ORCA Business Accounts website allows you to pick the transit product that best fits your

business needs.

will open.
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Account Log In

ORCA Public
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|/ ORCA for ‘

Business

ORCA for
Government
Agencies

ORCA for

Human Services
ORCA for

chools
Products

Available For
Sale

Sign Up Now

Common
Questions and
Answers

Enter the following web address: www.orcacard.biz and the following page

Search:

I Welcome to ORCA Business Accounts

ik

ORCA Business Accounts allows you to pick the transit product that best fits your business
needs. ORCA's smart card technology gives you a convenient way to provide bus. train. ferry. or
vanpool benefits to your employees. students or clients. depending on what your business
purchases

ORCA helps you better build and manage your transportation program by providing

¥ Accurate data on transit ridership for program planning and budgeting

= Enhanced card management tools that reduce financial risk while improving program
flexibility

 Web-based program management and reporting
= Easier administration with one-time card distribution and electronic reload options

ORCA also provides the ease of a single card for your cardholders varying transportation needs
They simply tap their card on the ORCA card reader and go

Contact us for further information or simply sign up for your ORCA account today.

Terms of use

ABOUT SSL CERTIFICATES

For more information about the types of business accounts available, click on the left navigation
button appropriate for your business:

ORCA for business (employer)

ORCA for government agencies

ORCA for human services organizations
ORCA for schools

There are two major programs businesses and other organizations can participate in to provide
benefits for their employees or affiliates: Business Choice and Business Passport.
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BUSINESS CHOICE

Business Choice is all about flexibility. Businesses can provide ORCA cards to as few or as many
cardholders as they choose. On a single card, they can include a monthly pass for bus, train or
ferry travel plus stored transportation value via the e-purse or e-voucher options. E-purse
stored transportation value can be used directly on the bus, train or ferry on a per-ride basis or

converted to various monthly pass options.

Features of the Business Choice program include:

e Easily establish and execute an online agreement and a standard monthly order.

¢ Online card management.
e Load multiple ORCA options on a single ORCA card.

If Business Choice provides the program you want, you can set up your own account.

1. Simply click on the Sign Up Now button on the left navigation bar.

one regional card for all

I Welcome to ORCA Business Accounts
Business

Account Log In [k
ORCA Business Accounts allows you to pick the transit product that best fits your business

ORCA Public
Home vanpool benefits to your employees. students or clients, depending on what your business

ORCA Business purchazes

HEEILE ORCA helps you better build and manage your transportation program by providing
ORCA for
Business = ¥ Accurate data on transit ridership for program planning and budgeting

) = Enhanced card management tools that reduce financial risk while improving program
ORCA for flexibility

Government
Agencies

“ Web-based program management and reporting

= Easier administration with one-time card distribution and electronic reload options
ORCA for
Human Services ORCA also provides the ease of a single card for your cardholders varying transportation needs
They simply tap their card on the ORCA card reader and go

ORCA for
Schools Contact us for further information or simply sign up for your ORCA account today.

Products
Available For
Sale

‘ Sign Up Now ) ABOUT SSL CERTIFICATES

Terms of use

Common

Questions and
Answers

Search: m

needs. ORCA's smart card technology gives you a convenient way to provide bus. train. ferry. or
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2. Click on the button next to Business Choice products.

% AOrca
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New Customer Sign Up
Business

ORCA Public
Home

ORCA Business
Account Home

Please select the products you wish to order;

Business Choice products. E-Purse. Voucher. Monthly Passes ordered online
Business Passport products. Ordered directly from an agency.
O 1 don't know what products | want

ORCA for
Business

ORCA for

3. Click Continue.

4. Read the Business Accounts Terms & Conditions. If you accept the Terms &
Conditions, click on Agree button at the bottom of the page. A copy of this document will
be mailed to you. You will need to sign and return it prior to approval of your agreement.

If you do not agree to the Terms & Conditions, leave the default
button marked as "Disagree.” Clicking on continue will return you

to the home page.

5. Click Continue and follow the directions, completing all information marked with an “*” on

each horizontal tab.

TAB 1 — BUSINESS ACCOUNT INFO

This tab requires your business name, tax ID, county location, zip code, and addresses.

one regional card for all Search: m
N\

[ New Customer Sign Up

N
1. Business 2. Contact info
account info

N
’ 3. Website 1( 4. Check

You are eligible to use our online application system to apply for a business account agreement. Please complete the
following information

Fields marked with an asterisk { * ) are required

Business Account

Business Account Name: y Pierce Test 2

Tax IN- *laa ananas
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TAB 2 — CONTACT INFO

This tab requires your account contact name, phone number, and email address.

ca

one regional card for all Search: W

Register New Agreement

1. Business 2. Contactinfo 3. Website 4. Check
account info

Enter the contact details of up to four contacts for this agreement

Fields marked with an asterisk { * ) are required

[}s Business Account Contact 1

Contact First Name: 1 [Sharon |

Contact Last Name: # [Stockweli ]

Phone Number: 2 @_@_23112

TAB 3 — WEBSITE

This tab requires you to set your password.

Aorca

one regional card for all Search: m

Register New Agreement

1. Business 2. Contact info 3. Website 4. Check
account info

Fields marked with an asterisk ( * ) are required

Website
Password: “leveeee |
[rememmns: 0000 |
Confirm Password: & \..".4—,

Please select a password thatis between & - 15 characters. Please note that passwords are case sensitive. Your username will
be given to you at the end of this process.

Flease keep a record of your password and do not disclose itto anyone.

\ mmm
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TAB 4 — CHECK

This tab allows you to check all the information you entered prior to submission.

one regional card for all Search: m

' Register Neergreement |

\ N/
‘ 3. Website H

account info

1.B ‘ 2. Contactinfo
I

Please review the details you have entered below to ensure they are correct
| If anitem is incorrect click on the item heading to return to that page and correct it. Once it has been corrected use the
[% "Next” button to return to this page

Business Account Information
Business Account Name: Pierce Test2
TaxID: 91-223344
Commercial AccountID :

Location
County: Pierce

Once you have completed and submitted your account information, you will receive the
following screen. This screen contains the name of your Lead Agency and your Business
Account ID. Please print this page for your files.

AOrca

one regional card for all Search:

Register New Agreement
This application has been submitted with a status of "Pending”. It will need to be approved by l@ efore it
becomes "Active”. Thank you. Your Lead Agency representative will contact you as soon as approva oTplete

The Business Account ID for this application will need to make a note of this number as it will be

your username.

BUSINESS PASSPORT

Business Passport provides unlimited transit transportation access to all business cardholders at
your business typically for a full year. The Business Passport program includes two options: per-
trip pricing and flat-rate pricing.

Per-trip pricing provides a regional pass that is valid with all transportation agencies in the

ORCA system, including the Washington State Ferries. Under this option, Business Passport
covers the full fare of all regularly scheduled transportation services. A business account is

invoiced each month for the total number of trips taken by its cardholders.

Flat-rate pricing is available through each participating transportation agency. Each provider
sets its own price, which is fixed for the term of the agreement. The pricing is based on the
previous year's ridership data for the business, plus a growth premium as determined by

transportation agency participants. The Washington State Ferries does not participate in this
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program, but businesses may purchase ferry passes separately, at retail rates. Ferry passes can
be loaded onto the same physical card that has the Passport product.

Features of the Passport Program include:

Pricing that is, over time, based on real trip information, not surveys.

Include other benefits (e.g., a guaranteed ride home in the event of an emergency).
Provide unlimited rides on multiple transportation systems via a single agreement.
Load additional ORCA options such as e-purse or e-vouchers on the card.

You can find out if your business is eligible for Business Passport by contacting a transit agency
representative in your County. Once eligibility is confirmed, the transit agency assigned as your
Lead Agency will set up your agreement and provide you with online access.
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BASIC NAVIGATION

LOGIN

To login to the Business Account website, enter the following web address: www.orcacard.biz.
The following page will open.

AOrca

one regional card for all Search: @

" Welcome to ORCA Business Accounts
Business
Account Log In [%
—_— ORCA Business Accounts allows you to pick the transit product that best fits your business
m needs. ORCA's smart card technology gives you a convenient way to provide bus. train. ferry. or
vanpool benefits to your employees. students or clients. depending on what your business
ORCA Business ppichases

Account Home

ORCA for
Business = “ Accurate data on transit ridership for program planning and budgeting

ORCA helps you better build and manage your transportation program by providing

= Enhanced card management tools that reduce financial risk while improving program
ORCA for flexibility
Government

A  Web-based program management and reportin
Agencies P & B

= Easier administration with one-time card distribution and electronic reload options

NDRCA far

Click on Business Account Log In and the following page will open.

Aorca_

one regional card for all Search: m

| Business Account Log In

Business
Account Log In

ORCA Public
Home

Please enter your Business Account ID {username} and password

Account ‘
ORCA Business D (Usemainel: 7 Sien Up N
Account Home Password: ‘ 1gn Up Now
ORCA for New customers sign up
Business Obtain a log in for vour existing business account here

ORCA for
Government
Agencies

ORCA for

Eorgotten log in details?

You will need your Business Account ID number. This humeric Business Account ID number is
your login username and cannot be changed.

You receive this account number in one of two ways:

You created your own account on the Business Account website
(only available for Choice accounts)

You received a successful agreement setup page that provided the number and you created
your password at the time of creating your account. To login, enter your Business Account ID
(Username) and password as indicated.
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Register New Agreement

This application has been submitted with a status of "Pending”. It will need to be approved by Pierce Transit before it
becomes "Active’. Thank you. Your Lead Agency representative will contact you as scon as approval is complete.

The Business Account ID for this application § @ pu will need to make a note of this number as it will be
your username.

Your account was created for you by your Lead Agency
(for all Passport accounts and some Choice accounts)

For security, your Lead Agency will establish an initial password
for your account. This step prevents someone from accidentally
entering your Business Account ID number while establishing their
own password.

You will receive your Business Account ID number and an initial password from your Lead
Agency.

You will receive two emails from your Lead Agency — one with
your Business Account ID number and a second email with your
initial password.

To login, enter your Business Account ID (Username) and the assigned password.

The first time you login using this initial password, you should
change your pre-assigned password to a safe and secure
password of your choosing. See section titled Update Your
Password.

Register New Agreement

This application has been submitted with a status of "Pending”. It will need to be approved by Pierce Transit before it
becomes "Active’. Thank you. Your Lead Agency representative will contact you as scon as approval is complete.

The Business Account ID for this application § @ pu will need to make a note of this number as it will be
your username.

You can only have one password for your account, and all authorized users will use the same
password and have the same level of access to your account. Account login information should
be distributed only to those who need access to your account for ordering or management
purposes.

If you incorrectly enter your Business Account ID, you will see the following error message:
Sorry no active agreement was found matching the Business
Account ID you entered. Please check the ID and if you continue

to have problems, contact your Lead Agency.

Try retyping your login information. If you continue to have problems logging in, please contact
your Lead Agency representative.
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Logging in always takes you to the Current Order Summary page.

When you login, the following menu items are displayed on the left side of the page in the

following order:

Business Account Orders

e Shopping Cart

e Current Order Summary
Card Management

e Summary of Card Accounts
e (Create/Maintain Branches
e Create/Maintain Card Groups
Agreement

e Manage Agreement Details
e Vanpool Subsidies
Contact

e Contact Us

Reports

e Generate Reports

AOrca

one regional card for all

/~ '\ Shopping Cart
./

¥ Current Order
Summary

Card Management

» Summary of Card
Accounts

} Create | Maintain
Branches

¥ Create / Maintain Card
Groups

» Manage Agreement
Details

¥ WYanpool Subsidies

Contact
b Contact Us

Reports
} Generate Reports

1050701 - Online Test Club Update password |

Order Summary

Current Orders Summary

This is a list of your current orders. Select any orders you wish to confirm or unconfirm. Orders
may not be unconfirmed after the 10™ of the manth. To madify or cancel a confirmed order after
the 10th of the month you must contact your Lead Agency. Click on an order to view mare
details.

Page:1
Order Number Order Status Order Month J Order ltem Order Amount
Date Created
[ 8068 Completed 07/30/2008 Cards H 202.50
Page:1

New Gard Order | New Product Order | Cancel Orders
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RESET FORGOTTEN PASSWORD

If you forget your password, click the Forgotten log in details link on the login page. This
link will take you to screen where you can reset your password.

You will need your Business Account ID number and either your Business Name or your Tax ID
number to complete this task. Your new password will be emailed to the address of the
primary Business Contact person specified in your agreement.

AOrca

one regicnal card for all Search: » Search

- Business Account Log In
Business
Account Log In

Please enter your Business Account ID (usemame) and password

ORCA Public
Home

ORCA Business
Account Home

ORCA for
Business

ORCA for
Government
Agencies

ORCA for
Human Services

Account
1D (Usermame):

Password:

Oblain 3 109 in for vour existing busingss account

CHANGE PASSWORD

You can change the password for your Business Account at any time by clicking on the Update
Password link in the upper right corner of any page. All authorized users of the Business
Account will need to be notified of the new password.

AOrca

caeregionatcardforatt 1190 - Pierce Test 2 o.‘pot
Business Account Order Summary
Orders

Va

Shopping Cart Current Orders Summary
» Current Order This is a list of your current orders. Select any orders you wish to confirm or unconfirm. Orders
Summary may not be unconfirmed after the 10% of the month. To modify or cancel a confirmed order after
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LoGgouTt

Click the Logout button located at top right hand corner of any page. You will be asked if you
are sure you want to logout of ORCA Business Accounts.

AOrca

cneregionatcard foratt 1190 - Pierce Test 2

Business Account Order Summary
Orders

-

( Shopping Cart Current Orders Summary

./

» Current Order This is a list of your current orders. Select any orders you wish to confirm or unconfirm. Orders
Summary may not be unconfirmed after the 10 of the month. To modify or cancel a confirmed order after

You must click the Continue button to continue logging out. When you logout, you will be
returned to the public Business Accounts Home page.
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AGREEMENT MANAGEMENT

CHANGE BASIC AGREEMENT INFORMATION

If you need to change basic information about your agreement, such as addresses or phone
numbers, you will use the Manage Agreement Details function. Clicking on the Manage
Agreement Details in the left navigation bar will take you to your Business Account
Agreement Administration page.

: rca 1190 - Pierce Test 2 Update password |

one regional card for all

gu;;ness Account Business Account Agreement Administration - Pierce Test 2
rders

/ Sha - Busness accoynt Cootact mformation
Shopping Cart L &
!} formato
¥ Current Order Enter or update the information for this agreement. Click "Save” to save any changes
Summary d
Card Management Fields marked with an astensk ( * ) are required
» Summary of Card &
s Business Account
» Create / Maintain Name " |Pierce Test 2
Branches .
TID 91-223344
» Create ! Maintain Card
b g Mailing Address
Agreement

Line 1 " |PO Box 99070
» Manage Agreement
Details Ling 2

» Vanpool Subsidies Ciy " |Lakewoo

There are two tabs at the top of this page:

Business Account Info tab — allows you to review company information, such as
company name, tax ID, and mailing, shipping and billing addresses. Contact your Lead
Agency representative if any of this information needs updating.

or add additional contact persons. To change an email address, you will need to contact
your Lead Agency representative.

Use the Save button at the bottom right of each page to save any changes you have made.
You will remain at this screen unless you logout or click on another function via the left
navigation bar.

Contact Information tab — allows you to edit the contact information you entered initially
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DOCUMENT VANPOOL SUBSIDIES

By clicking on the Vanpool Subsidies button in the Agreement section of the left navigation
bar, you can view the vanpool subsidy amount provided to employees, either as a dollar
amount or as a percentage of total cost vanpool subsidy.

AOrca

- Pi Update password
one regionatcard forait 1190 - Pierce Test 2 ) rogout |
Bl Business Account Maintain Vanpool Subsidy Table
Orders
\' ) Shopping Cant Fields marked with an asterisk ( * ) are required
</
» Current Order Branch Default Branch - 1190 ¥
Summary
Lead Agency Business Account ID PTPierc0102
Card Management Business Account Name Plerce Test 2
» Summary of Card Business Account ID: 1130
Accounts
b Create | Maintain Card Group Monthly Rider Subsidy Monthiy Rider %
Branches Default Group - 1190 s or

» Create / Maintain Card
Groups

» Manage Agreement
Ditau

» Vanpool Subsidies

Coniaci

Currently, this information will be used only to verify that employees are eligible for a vanpool
subsidy. If applicable for your Business Account, your Lead Agency will have recorded the
vanpool subsidy amounts based on information your Business provided. Should this information
change, please notify your Lead Agency so the Account can be updated.
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CARD MANAGEMENT

Card management functions provide tools to group cards for easier product purchase and
reporting, to allow you to replace lost cards, and to allow you to block and unblock cards as
needed.

Both branches and groups are available to businesses for managing cards. Your account must
have at least one branch and one group. If you do not need to create additional branches or
groups, you can simply use the default branch and group created for you in the system. You
can rename the default branches (see Update Branch).

You can create as many branches and groups as you need to best manage your account
transactions. Branches can have distinct shipping addresses which may be beneficial if you
have different locations where cards should be directly shipped. Many reports will also provide
branch subtotals.

Each branch can have one or many groups. You choose how you want to group cards.
Common ways of grouping cards include type of product, active, and blocked.

A card can only be associated with one branch and one group at a time, though you can move
cards between branches and groups as needed. Thinking through how best to use the branch
and group structure before you set them up may simplify your ongoing administrative tasks
associated with your Business Account.

SAMPLE
BUSINESS ACCOUNT
Branch 1 Branch 2 Branch 3
Group 1la Group 1b Group 2a Group 2b Group 3a Group 3b
Active Blocked $3 Pass Blocked E-Purse Blocked
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CREATE/MAINTAIN BRANCHES

Clicking on Create/Maintain Branches on the left navigation bar will take you to the
following screen, where you can:

e Create branch: add a new branch.

¢ Update branch: rename a branch, change the address associated with a branch.

¢ Remove branch: delete a branch that has already been created.

one regional cardfor sl 1050700 - The Test Club Update password |

Business Account

. Create/Maintain Branches
Orders

’/\; Shopping Cart Select a branch and choose an action:
X/

» Current Order Branch Name
Summary

] Default Branch - 1050700

Card Management

P Summary of Card
Accounts

Update branch | Create branch
¥ Create | Maintain
Brapches

CREATE BRANCH

1. Click on Create branch on the Create/Maintain Branches screen.

AOrca

one regiengl cordforatl 1050700 - The Test Club Update password |

Business Account

Create/Maintain Branches

Orders

/< Shopping Cart

\E./ Select a branch and choose an action:
¥ Current Order Branch Hame
Summary

[ Default Branch - 1050700

Card Management

» Summary of Card

e
Accounts Update branch ' Create branch l Remove branch
b Create | Maintain S~———

Branches
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2. Enter the name and address of the new branch. You can also enter any special instructions
that pertain to that branch, such as a delivery instructions (e.g., please call xxxx when
delivery is shipped).

ﬁ rC a 1050700 - The Test Club Update password | [[ETE2

one regional card for all

Business Account
Orders

/l;) Shopping Cart Enter a branch name and delivery details for this branch.
Fields marked with an asterisk ( * ) are required

» Current Order
Summary Branch Name:

m

" [Even Newer Test Club

Card Management

Delivery Address
P} Summary of Card

Accounts Line 1: "[3Test Rd
» Create | Maintain Line 2: |:|
Branches
cir | —
» Create / Maintain Card v _
Groups State: * [Washington |
Agreement Zip Code: “[pegen ][]
» Manage Agreement Special Instructions: [ |
Details
¥ Vanpool Subsidies
Contact Back create branch

3. Click the Create Branch button at the bottom of the page when you are finished.

The screen will update with a “"Success” message in green at the top of the page, noting the
branch has been successfully added.

r @ T a L

Use the Back button at the bottom of the page or the buttons in the left navigation bar to move
to a different page.

Note: Please wait 24 to 48 hours BEFORE ordering cards or
moving cards to any newly created Branch. If you move cards
prior to this time, any products on the cards at the time you move
them will be temporarily unavailable.

Note: After moving cards to the newly created Branch, you must
wait another 24 to 48 hours for this new actionlist to get
downloaded to all devices. After that time, the cards must be
tapped for them to become associated with this Branch. (This
tapping does not apply when you order new cards for the
Branch.) Once the cards have been tapped, you may order
products for those cards. Any products on the cards at the time
you move them should remain unaffected.

IMPORTANT: Although you may delete Branches, it is not a good
practice until you are positive no cards remain associated with
that branch since any cards that remain in that branch will also be
deleted. You may choose to rename it, such as “Unused Branch.”
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UPDATE BRANCH

1. You must first select the branch you want to update by clicking on the check box next to
that branch on the Create/Maintain Branches screen.

AOrca

one regional card for all 1050700 - The Test Club

Business Account

Orders

(o Shopping Cart
./

} Current Order
Summary

Card Management

¥ Summary of Card
Accounts

¥ Create | Maintain
Branches

} Create | Maintain Card
Groups

Update password |

Create/Maintain Branches

Select a branch and choose an action:

{ich Hame

Nefault Branch - 1050700

Bpen Newer Test Club

jirst Test Club Branch

( Update branch I Create branch
—_—

2. Click the Update Branch button.

3. Make any necessary changes.

4. Click the Update Branch button at the bottom of the screen when you are finished.

The screen will be refreshed with a “Success” message in green at the top of the page, noting
the branch has been successfully updated.

r @ SUCCESS e

Use the Back button at the bottom of the page or the buttons in the left navigation bar to move
to a different page.
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REMOVE BRANCH

IMPORTANT: Although you may delete Branches, it is not a good
practice since any cards that remain in that branch will also be
deleted. You may choose to rename it, such as “Unused Branch.”

1. You must first select the branch you want to update by clicking on the check box next to
that branch on the Create/Maintain Branches screen.

AOrca

one regienaicardforail 1050700 - The Test Club Update password |

' hY

EU?”ESS Account Create/Maintain Branches
Orders

@ Shopping Cart Select a branch and choose an action:

} Current Order
Summary

qich Name

Nefault Branch - 1050700

Card Management

¥ Summary of Card Byen Newer Test Club

Accounts

first Test Club Branch

} Create | Maintain
Branches

e
¥ Create | Maintain Card Update branch | Create branch ( Remove branch )
Groups ~—

Please note: you cannot delete a branch with cards still assigned
to it. If you try to remove a branch that still has cards assigned to
it, the following error message appears. However, first moving
cards to another branch may not result in the desired change IF
those cards are not tapped before you remove the branch.

Create/Maintain Branches

|r @ PLEASE CORRECT THE FOLLOWING ERROR(S):

2 Unable to remove branch New Test Club Branch as it has cards assigned to it. Please
move those cards to another branch/group before removing.

Select a branch and choose an action:

Branch Name

[[1 Default Branch - 1050700

[#] New Test Club Branch

Update branch | Create branch

Note: Please ensure that all cards assigned to a branch that you
wish to remove have been reassigned to another branch prior to
completing the following steps and that all cards have been
tapped.
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Directions on moving cards between branches are provided in the section on Create/Maintain
Card Groups. After all cards are moved out of the branch you are trying to remove, you can
remove the branch using the instructions provided below.

1. Click the checkbox next to the Branch to be removed

AOrca

one regional card for all 1050700 - The Test Club Update password |
Business Account Create/Maintain Branches
Orders
fy ShoppexyCart Select a branch and choose an action:

} Current Order
Summary

{ich Name

Nefault Branch - 1050700

Card Management

¥ Summary of Card Hen Newer Test Club

Accounts

jirst Test Club Branch

} Create | Maintain
Branches

——
¥ Create | Maintain Card Update branch | Create branch | Remove branch )
Groups S ————

2. Click the Remove Branch button. You will be taken to a confirmation page, where a list of
branches designated for removal will be listed. Review this page carefully.

3. Click the Confirm button to delete designated branches.

The screen will return a "Success” message in green at the top of the page, indicating the
branch(es) have been removed and listing the remaining branches.

r @ SHECERS e

Use the Back button at the bottom of the page or the buttons in the left navigation bar to move
to a different page.
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CREATE/MAINTAIN CARD GROUPS

Card groups can be used to simplify product ordering or card management functions, such as
blocking cards. A default group will be created for all cards if no action is taken by the
business. All groups must be assigned to a branch. Group names can be reused in different
branches, but a card can only be in one group and one branch at a time.

Clicking on Create/Maintain Card Groups under Card Management on the left navigation
bar will take you to the following screen:

AOrca

ut
one reginetcmgforal 1050700 - The Test Club Update password |
Business Account Create/Maintain Card Groups
Orders
B
L Default Branch - 1050700 5]
=/
Select a group(s) and choose an action:
¥ Current Order
Summary
= Group Name Description Group Status  Number of
Card Management Cards
¥ Summary of Card [ Default Group - 1050700 Default Group for business : Active 1
Accounts 1050700

b Create | Maintain
Branches

creae grou
>Crea1er|.naintainCam> group group

Groups

[ nblock | Bioc | import | port | ovecard|

CREATE A GROUP

1. Click on Create group button at the bottom of the screen.

AOrca

one regecord lorat 1050700 - The Test Club Update password |
Business Account Create/Maintain Card Groups
Orders
brancr
7\ Shopping Cart Default Branch - 1050700 =]
./
Select a group(s) and choose an action:
b Current Order
Summary
- Group Name Description Group Status  Number of
Card Management Cards
} Summary of Card [ Default Group - 1050700 Default Group for business : Active 1
Accounts 1050700

b Create | Maintain
Branches

‘ Create group . Remove group

» Create | Maintain Card —

Groups
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2. Select the correct Branch from the drop down menu. If there is only one branch, you still

need to use the drop down menu to select that branch.

AOrca

one regicnal card for all

Business Account Create/Maintain Card Groups - new group
Orders

Ve
./
» Current Order Enter the details of the group below

Summary Fields marked with an astensk ( * ) are required

Card Management Branch *

» Summary of Card
Accounts

1190 - Pierce Test 2 Update passvrord |

Shopping Cart Create a new group

Default Branch - 1190
Group Name *

Test Active
Description *

» Create / Maintain Active Cards

Branches

» Create / Maintain Card
Groups [ Back | Create group

3. Enter a Group Name and Description. The group name must be alphanumeric. The field will

not accept special characters.

4. Click on the Create group button.

The screen will refresh with a green “Success” message indicating the group was added.

r @ SHECERY e

Use the Back button or click on a button in the left navigation bar to move to a different page.

Note: Please wait 24 to 48 hours BEFORE ordering cards or
moving cards to any newly created Group. If you move cards

prior to this time, any products on the cards at the time you move

them will be temporarily unavailable.

Note: After moving cards to the newly created Group, you must
wait another 24 to 48 hours for this new actionlist to get
downloaded to all devices. After that time, the cards must be
tapped for them to become associated with this Group. (This

tapping does not apply when you order new cards for the Group.)

Once the cards have been tapped, you may order products for
those cards. Any products on the cards at the time you move
them should remain unaffected.

IMPORTANT: Although you may delete Groups, it is not a good
practice unless you are positive that no cards remain in that
Group since any cards that remain in that Group will also be
deleted. You may choose to rename it, such as “Unused Group.”
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REMOVE A GROUP
IMPORTANT: Although you may delete Groups, it is not a good
practice since any cards that remain in that Group will also be
deleted. You may choose to rename it, such as “Unused Group.”

1. Click the checkbox next to the Group to be removed

Afﬁ?

one regional card forall 1139 - Pierce Transit Test Choice Update password |
4 E,
Business Account Create/Maintain Card Groups
Orders
Branch | Choose v

/_ Shopping Cart

Select a group(s) and choose an action
» Current Order

Summary

Group Name Description Group Status  Number of
Card Management Cards

» Summary of Card

63 Pass Local Pass Active 0
Accounts
» Create / Maintain [ fetive Active cards Active 0
Branches
Default Group - 1159 Default Group for business : Active 5
» Create / Maintain Card 1159
Groups
Agreement - e SSES
Create group ' Remove group ' Rename group
» Manage Agreement S
Details
lock
» Vanpool Subsidies m m m
Contact
(Contact | N ot | v cartss

» ContactUs

Please note: you cannot delete a card group with cards still
assigned to it. You must move the cards to another group before
the group can be removed. However, first moving cards to
another card group may not result in the desired change IF those
cards are not tapped before you remove the group.

2. Click the Remove Group button. You will be taken to a confirmation page, where a list of
groups designated for removal will be listed. Review this page carefully.

AOrca

one regiomicardtorall 1159 - Pierce Transit Test Choice Update password |

/ .
Create/Maintain Card Groups - delete card groups

Confirm the deletion of the following group(s)
List of card groups to be deleted

Group Name Description Number of
Cards

63 Pass Local Pass 0

| Cancel | Confirm |

3. Click Confirm button to delete designated groups.
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The screen will refresh with a green “Success” message indicating the group was added.

r @ SHECERY e

Use the Back button or click on a button in the left navigation bar to move to a different page.

RENAME A GROUP

1. Click the checkbox next to the Group to be renamed.

/6\-\

one regional card for all

Business Account Create/Maintain Card Groups
Orders

Branch e =
/— Shopping Cart 'Chcmse—vw

1159 - Pierce Transit Test Choice Update password |

=

Select a group(s) and choose an action
» Current Order

Summary

Group Name Description Group Status  Number of
Card Management Cards

» Summary of Card

63 Pass Local Pass Active 0
Accounts

b Create ! Maintain ctive Active cards Active 0

Branches

[]JDefault Group - 1159 Default Group for business : Active 5

» Create / Maintain Card 1159
Groups
— ——
Remove group ' Rename group )
» Manage Agreement S —
Details

» Vanpool Subsidies m m m
N da Gara

» Contact Us

2. Click the Rename Group button.

3. Type the new Group Name and Description. The group name must be alphanumeric. The
field will not accept special characters.

AOrca

one reghmmt o forall 1159 - Pierce Transit Test Choice Update password |
Business Account Rename Card Group
Orders
@ Shopping Cart Enter the details of the group below
Fields marked with an asterisk { * ) are required

» Current Order
Summary Group Name *

Card Management ' Description *

» Summary of Card

— e
|Pass 63

|Active cards

Accounts
Bacl Update
» Create / Maintain ”‘
Rranches

4. Click Update.

25 || Business Account Representative Training Manual V.4 - 03/29/10



The screen will refresh with a green “Success” message indicating the group was added.

r @ SOCCESS ——

Use the Back button or click on a button in the left navigation bar to move to a different page.
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CARDS AND PRODUCTS ORDERING

Once a Business Account agreement is approved by the Lead Agency, the business can initiate
card and/or product orders using the Business Account website. In most cases, orders will still
need to be approved by the Lead Agency before they are filled.

Cards can be ordered with or without products loaded onto them, depending on the needs of
the Business Account. Once cards have been purchased and distributed, additional products

can be ordered

ORDER CARDS

for those cards on an ongoing basis.

When you first login to your account, you will be at the Current Order Summary page.

A list of all current orders will be displayed, with their status noted (pending, approved,
completed). If there are no orders, the list will be empty.

1. Click the New Card Order button at the bottom of the page and fill in the order.
Remember you must select a branch and group for each order, even if only the default
branch and group exist. You can always move cards between branches and groups at a
later time as described in Card Management.

one regional card for all

/< Shopping Cart

w)

} Current Order
Summary

¥ Summary of Card
Accounts

} Create / Maintain
Branches

} Create / Maintain Card
Groups

Agreement

} Manage Agreement
Details

} Vanpool Subsidies

Contact
} Contact Us

Reports
} Generate Reports

1050701 - Online Test Club Update password |

Order Summary

Current Orders Summary

This is a list of your current orders. Select any orders you wish to confirm or unconfirm. Crders
may not be uncanfirmed after the 101 of the month. To modify or cancel a confirmed order after
the 10th of the month you rust contact your Lead Agency. Click on an order to view more
details

Page:1

Order Number Order Status Order Month / Order Hem Order Amount
Date Created

[ 2068 Completed 07302008 Cards ¥ 20280

Page:1

e —
( New Card Order New Product Order | Cancel Orders

a. Select branch name.

b. Select group name.

c. Identify

the quantity of cards to be ordered.
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d. Select the required card type.
(NOTE: only standard cards are available at this time.)

e. Select Card Printing Template and Personalization file.
(NOTE: This is a future feature with an additional cost - Your Lead Agency will work
with you on this option when available and if pertinent.)
f. Identify Passenger Type (i.e. Adult, Youth).
g. Type any special handling instructions (i.e. shipping instructions).
h. Enter any notes into the Notes log.
i. Any card fee will show up here.
NOTE: At this point in the order process, you can either add
products (passes, e-purse, etc) to the card order OR you can
proceed to check out. If you wish to have products loaded on the
cards at the time of the card order, proceed with Step 2 below. If

you wish to order cards with no product, click Next and move to
Step 3 below.

. Add products to your cards using these steps:

a. Select Program — Click on the Program type (Passport, e-voucher, Choice) for the
products you wish to add to the card order.

b. Click the Next button. The Create New Order — Add Products page is displayed.

C. Select the products you want loaded on your card(s).

. Click the Next button and the Order Submitted page will display with your order number
and the message that the order must be confirmed before it can be approved by your Lead
Agency. The Business Account is responsible for confirming the order so it can be
approved.

:m! regional :aErdllnralL sstockwe - Pierce Transit Update password |

Order Submitted

b Searchforan

Agreement Your product ordgr 2897 hgs been submitted. The new total is $120.00. You will have to confirm

» Agreement Summary this order with yoeaadfgency. Please click on the Back button when ready.

¥ Business Account

Whitelist m

. At this point you will need to Confirm your order. Before you confirm the order, you can
view it by clicking on the Back button on the Order Submitted confirmation page or by
clicking on the order number in the Shopping Cart. You can also make changes to any field
in the order at this time.
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5. Click Shopping Cart on left navigation bar. This page displays a list of Pending Orders.
These are orders that have been placed on the Current Order Summary page and are
waiting to be confirmed.

6. Select order(s) you want to confirm. You should confirm an order before the 10th of the
month prior to the month when the pass will be valid.

NOTE: Once confirmed by you, your Lead Agency needs to
approve the order before it is processed and shipped. Once the
Lead Agency approves your order, it cannot be changed.

NOTE: If you are paying by credit card, your order is
automatically processed after you confirm it, and does not require
approval from the Lead Agency.

7. Once you confirm an order but until it is approved by your Lead Agency, you can still modify
or cancel the order. To do so, click Current Order Summary on the left navigation bar.

a. Select the order you want to modify or cancel.

b. Click Unconfirm order. The order will be listed as Pending in the Shopping Cart. You
can click on the order number, modify it, and then proceed through the confirmation
process. You can also cancel the order by selecting the order and clicking Remove from
the Shopping Cart. A Cancel Order confirmation screen will display.

c. Click Cancel Orders to complete the cancellation process. The order will be listed as
Cancelled in the Shopping cart.

ORDER PRODUCTS ONLY

Once you have your cards, you can add products to them as needed. If you are buying
monthly passes, you will need to order new pass loads every month. You may also wish to load
value into an e-purse or an e-voucher. Products ordered via the Business Account website will
be automatically loaded onto the cards when they are presented to an ORCA device via the
Actionlist process. To order products after you already have your ORCA cards:

1. When you login the Current Order Summary page will open. If you are already in your
account and on a different page, click Current Order Summary on left navigation bar.
This page displays a list of all current orders.

2. Click the New Product Order button at bottom of page. You will be taken to the Create
Product Order page:

29 || Business Account Representative Training Manual V.4 - 03/29/10



AOrca

one regional card for all

Business Account
Orders

Shopping Cart

)

» Current Order
Summary

ate password |

1159 - Pierce Transit Test Choice

Order Summary

Current Orders Summary

This is a list of your current orders. Select any orders you wish to confirm or uncenfirm. Orders
may not be unconfirmed after the 10*" of the month. Te modify or cancel a confirmed order after

the 10th of the month you must contact your Lead Agency. Click on an order to view more
details

Card Management

» Summary of Card

Accounts One item found. Page: 1
» Create | Maintain Order Number Order Status Date Created Order Item OrderAmount
Branches v
» Create / Maintain Card [ 3011 Completed 05/04/2009 Cards $ 315.00

Groups

» Manage Agreement
Details

One item found. Page: 1

e
New Card Order | New Product Order ) Cancel Orders | Unconfirm |
NSNS —

» Vanpool Subsidies

i

You have 3 choices to create your order. You can create a new order from scratch, copy last
month’s order, or import an order from an internal spreadsheet.

CREATE A NEwW PRODUCT ORDER

1. Click on the Create button. You will be taken to the Order Management page.

Aorca

one regional card for all

Agreements

} Searchforan
Agreement

sstockwe - Pierce Transit Yy ssword | [EF01

Create Product Order

Create a new Product Order:
b Agreement Summary

or

Create a Product Order by copying the previous
approved Product Order:

or
Create a Product Order by importing from a file:

} Business Account
Whitelist

Programs

} Electronic Voucher
Programs

I Browse...
==

} Business Choice
Programs

b Vanpool Subsidies o
]

Select branch name
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3. Select group name

one regional card for all

Agreements

» Search for an
Agreement

» Agreement Summary

} Business Account
Whitelist

Programs

} Electronic Voucher
Programs

» Business Choice
Programs

4 Vanpool Subsidies o
Rules

¥ Voucher Rules

} Order Rules
Orders

{+_| Shopping Cart
w) pping

¥ Current Order
Summary 0

} Approve Orders

Card Management

» Summary of Card
Accounts

sstockwe - Pierce Transit Update password |

Order Management

Order Creation

1. SelectCards » 2. SelectPrograms = 3. Select Products

Default Branch - 847 =
Default Group - 947 =

Or (to order for a single card, leave e

Select Group or Cards

Branch:

Group Name:

To

To

To
To
To

—
—
—
—

=

OR Upload Order from File

File: Eimme Upload Order

For a single card, enter the card serial number. For multiple cards, enter the range of serial
numbers. More than one range may be entered.

5. For all cards in the group chosen, click the Add Products button

6. Select the Program (i.e. Business Choice) and then click the Next button

AOrca

one regional card for all

1159 - Pierce Transit Test Choice

Update password |

Order Management

1. Select Cards » 2. Select Programs »

Select Programs

3. Select Products

Business Choice Program

[0 Business Choice

\
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7. Select the products you want to be loaded on your card(s). The products available for you
to choose will be displayed.

r 1159 - Pierce Transit Test Choice Update password |

one regional card for all

Create New Order - Add Products

1.Select Cards » 2. SelectPrograms » 3. Select Products
Select Products
Business Choice
<itsap Transit Full Fare Pas [Select Period M|
itsap Transit Reduced Fare Pass PEeitet pe}iijdriif
sap Transit Worker/Driver Full Fare Pass 7é;|’egiipiei|:|gidi:
\iptro Annual Reduced Fare Pass {Ei;g ;;
11dtro Monthly Reduced Fare Pass 'Ase|eT{perigd v/ 7

ligtro Vanpool Bookkeeper Pass ;7Se|e(;t Period ¥ |

igrce Transit Institutional Vanpool Pass
PyaetPass 50.50
PdaetPass 80.75
P@oetPass $1.00
PligetPass $1.25
ugetPass $1.50

o o o A
o

ugetPass 51.75

8. Click the Next button and the Order Submitted page will display with your order number
and the message that the order must be confirmed before it can be approved by your Lead
Agency. The Business Account is responsible for confirming the order so it can be
approved.

r sstockwe - Pierce Transit Update password |

one regional card for all

Order Submitted

¥ Search for an
Agreement Your product ordgr 2897 hgs been submitted. The new total is $120.00. You will have to confirm
» Agreement Summary this order with yoNwaads#fgency. Please click on the Back button when ready.

¥ Business Account

Whitelist

NOTE: Clicking the Back button takes you to the Order Summary
Page. That page will not show the order until it has been
confirmed. Please proceed to the next step as shown below.
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9. Click Shopping Cart on the left navigation bar. The page may show "“validating” in the
order status. The order cannot be confirmed until the order status shows “pending.”

NOTE: The validation process may take as long as 45 minutes,
depending on the website activity. If validation does not occur
within 5 minutes, please logout and return to complete your order

one regional card for a

Business Account
Orders

/" Shopping Cart

]

)

} Current Order
Summary

Card Management

» Summary of Card
Accounts

} Create | Maintain
Branches

» Create | Maintain Card
Groups

Agreement

} Manage Agreement
Details

» Vanpool Subsidies

Contact

ater.

u 1159 - Pierce Transit Test Choice Update password | KL

Shopping Cart
Shopping Cart

This is a list of your pending orders. Select any orders you wish to confirm or remove. Click on an
order to view more details.

One item found. Page: 1
OrderAmount

Order Number Order Status Date Created Order ltem

Products  § 63.00

[] 2036 Validating 4051‘151‘2009
<

Cnce orders are confirmed. they must be validated before they can be approved.

One item found. Page: 1

Remove from shopping cart

one regional card for all

e

Shopping Cart

s )

¥ Current Order
Summary

Card Management

¥ Summary of Card
Accounts

} Create | Maintain
Branches

} Create | Maintain Card
Groups

=

Agreement

} Manage Agreement
Details

} Vanpool Subsidies

Contact
» Contact Us

el
1]
=]
(=}
=3
(r

b Caonarata Rannrte

Order status must indicate
“Pending” before you can
confirm the order.

NOTE: The following error message will appear if you try to
confirm the order while it is still validating.

1159 - Pierce Transit Test Choice Update password | [EF=0T

Shopping Cart

< One or more of the orders you selected to confirm is not pending. You can only confirm

@ PLEASE CORRECT THE FOLLOWING ERRCR(S):
’7 orders that are pending

Shopping Cart

This is a list of your pending orders. Select any orders you wish to confirm or remove. Click on an
order to view more details.

One item found. Page: 1

Order Humber Order Status Date Created Order Item OrderAmount

v

[ 3036 Validating 0515/2009 Products  § 63.00

One item found. Page: 1

Once orders are confirmed. they must be validated before they can be approved

Remove from shopping cart
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10. Once the order status indicates “Pending,” select order(s) you want to confirm. You should
confirm an order before the 10th of the month prior to the month when the pass will be
valid.

NOTE: Once confirmed by you, your Lead Agency needs to
approve the order before it is processed and shipped. Once the
Lead Agency approves your order, it cannot be changed. Lead
Agencies will typically approve orders at least once per normal
business workday.

NOTE: If you are paying by credit card, your order is
automatically processed after you confirm it, and does not require
approval from the Lead Agency.

11. Once you confirm an order but until it is approved by your Lead Agency, you can still modify
or cancel the order. To do so, click Current Order Summary on the left navigation bar.

NOTE: You can also export a pending or confirmed order —prior to
Lead Agency approval. See the section on Export a Product
Order for the steps.
a. Select the order you want to modify or cancel.
b. Click Unconfirm order. The order will be listed as Pending in the Shopping Cart. You
can click on the order number, modify it, and then proceed through the confirmation

process. You can also cancel the order by selecting the order and clicking Remove from
the Shopping Cart. A Cancel Order confirmation screen will display.

c. Click Cancel Orders to complete the cancellation process. The order will be listed as
Cancelled in the Shopping cart.
CoPY A PRODUCT ORDER
An additional method of creating product orders is to Copy the last approved product order.
1. Select Current Order Summary from the left navigation bar.
2. Select New Product Order.

3. Select Copy.
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one regional cardforall  SStockwe - Pierce Transit Update password |

Agreements Create Product Order
} Search foran
Agreement
Create a new Product Order:
} Agreement Summary o
.
» Business Account Create a Product Order by copying the previous
Whitelist approved Product Order
Programs or
Create a Product Order by importing from a file: I
} Electronic Voucher B
Programs m
} Business Choice
oo [ Gancol |
4 Vanpool Subsidies o
P —

4. This step will take you to the Current Product Order Summary page where you can confirm
or, if necessary, cancel your new order.

IMPORT A PRODUCT ORDER

At any future date, if you wish to duplicate a previous order - the same products, for the same
cards — and the order was exported, you can easily import the order to create a duplicate order.

NOTE: You must always add the first order directly into the ORCA

system. Once the order is completed and paid for, you can Export

it in your preferred format and use it for your next month’s order.
1. Select Current Order Summary from the left navigation bar.

a. Select New Product Order.

b. On the Create Product Order page, select Browse and select the Exported product
order file.

NOTE: Always check your Exported order to check that you need
the same cards and products. Make any necessary changes to
your file prior to Importing.

c. On the Create Product Order page, select Import. This action will take you to the
Current Order Summary Page where you can confirm or, if necessary, cancel your new

order.
:m! muin:ml GE,J,"E“ sstockwe - Pierce Transit Update password |
Agreements Create Product Order
¥ Search for an
Agreement
Create a new Product Order
} Agreement Summary o
N
} Business Account Create a Product Order by copying the previous m
Whitelist approved Product Order:
Programs or
Create a Product Order by importing from afile.
» Electronic Voucher
Programs
} Business Choice
Froarams | Cancel |
Cancel

4 Vanpool Subsidies o
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EXPORT A PRODUCT ORDER

Pending and Confirmed orders can be exported and saved for later duplication through the
Export Order process.

1. Select the unapproved order that you wish to export.
a. Select Pending orders from the Shopping Cart.

b. Select Confirmed orders from Current Order Summary.

2. Selecting the order takes you to the Order Summary tab. From here, select a file type from

the drop down list next to the Export Order button. The file can be saved as either XML
or CSV.

one regionalcard forall 1159 - Pierce Transit Test Choice Update password |

Business Account Order Management

Orders
A Shopping Cart ( Qrder Summary W( Order Management W( Order Activity Log W( Errors 1
L2
P Current Order Current Product Order Summary
Summary
Order Number 3035
Card Management Order Status © Pending
» Summary of Card Date Created : 051412009
Accounts Order Amount $63.00
P Create / Maintain
Branches Product Number of Cards
PugetPass $1.79 1
¥ Create | Maintain Card
Groups
Export Order [FNES | Confinm | cancel order
Agreement
¥ Manage Agreement [

3. Select Export Order and choose a location to save your file.

—

Do you want to open or save this file?

@ Mame:  currentOrder. sml

Type: =ML Document, 2.21KEB
From: www,orcacard.com

P
Open G [ Sawve ]D Cancel
v

I--' While filzz fram the Intemet can be ugeful, some files can patentially
d harm your computer. [f you do not trust the source, do not open or
= save this file. What's the risk?

36 | Business Account Representative Training Manual V.4 - 03/29/10



MANAGE PENDING ORDERS

Before orders are confirmed they can be altered.

Click on the Shopping Cart in the left navigation bar. A list of Pending Orders will be
displayed. These are orders that have been placed on the Current Order Summary page and are
waiting to be confirmed. You can change the order by clicking on the order number and adding
or removing products.

You also can remove these orders from the Shopping Cart by clicking on Remove Order from
Shopping Cart.

PAY FOR YOUR ORDER

Paying for your order may differ depending upon the type of account you have. Please see
specifics below.

BUSINESS CHOICE ACCOUNTS

All orders for Business Choice agreements require prepayment. During the creation of your
agreement, your Lead Agency will ask what form of payment you would like to use (i.e., credit
card, debit card, check, or money order). This information will be entered into your account. If
you wish to change the form of payment at a later time, contact your Lead Agency
representative.

If you select credit or debit card payment, your payment will be processed when you place your
order via the website. After you enter your card details, your card will be validated online. Once
payment is validated, your order will be approved. Your credit or debit card information is not
retained after it is processed. Each time you place an order you will enter the card information.
If at a later time, you wish to use another form of payment, contact your Lead Agency
representative.

If you designate payment by check or money order, you will print the final order summary and
mail it with your check or money order to the designated address of your Lead Agency. Once
your order summary and payment are received, your order will be approved.

PASSPORT ACCOUNTS

Your Lead Agency determines payment requirements for Passport Agreements. Typically, once
your agreement is approved, an invoice will be generated according to the terms of your
agreement, and mailed to you for payment. Timely payment is required to maintain an active
agreement.

NOTE: Failure to make payment by the invoice deadline will result
in the blocking of cards and products until payment is received.
No refunds due to late payments will be provided.
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AUTOLOAD

The Autoload function is not available to the individual cardholder when the card is associated
to a Business Account. The Business Account representative should provide this information to
each individual as the card is issued.
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ACCOUNT MANAGEMENT

Business Accounts can manage cards via branches and groups, or individually. This section

describes how a Business Account Representative does the following tasks:

Manage groups — Blocking and unblocking groups, importing/exporting groups, and

moving cards between groups

Manage individual cards — Block and unblocking cards and products

Change e-voucher settings for employee cards

View card account history

MANAGE GROUPS

A Business can block entire groups of cards. For example, when employees leave the company,
the Business may move these cards to a Group for former employees and block that entire
group of cards. Blocking a group means that no product purchased by the Business can be
used by the cardholder. Blocking and unblocking occur through the Actionlist process.

BLock CARD GROUPS

1.

2.

Select Create/Maintain Card Groups on left navigation bar.

Select the group to be blocked by checking the checkbox next to the group name.

Select the Block button. You will be taken to the following screen and will need to select a

reason for blocking the group.

NOTE: Cards blocked because they were lost or stolen cannot be

unblocked.

6 rca 1050700 - The Test Club Update password |

one regional card for all

Create/Maintain Card Groups - block card groups

Confirm the blocking of the cards in the following group(s)

After a group of cards has been blocked any business account products on the cards can no longer be used.

Block Reasdg IBIocked - Lost or Stolen Cardj

List of card groups to be blocked

Group Name Description Number of
Cards

Mew Test Club newest branch of test club 0
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4. Click the Confirm button.

The screen will refresh with a green “Success” message on the Create/Maintain Card Groups
page indicating the group was blocked.

r (¥) Success —

Use the Back button or click on a button in the left navigation bar to move to a different page.

UnBLOCK CARD GROUPS

If the Group was blocked for a temporary reason, it can be unblocked using the reverse
function on the website.

NOTE: Cards blocked because they were lost or stolen cannot be
unblocked.

1. Select Create/Maintain Card Groups on left navigation bar.

2. Select the group to be unblocked by checking the checkbox next to the group name.

3. Select the Unblock button. You will be taken to the following screen, and will need to
confirm that you want to unblock all cards within this group.

one regional card for all 1050700 - The Test Club Update password |

: Create/Maintain Card Groups - unblock card groups

Confirm the unblocking of the cards in the following group(s)

List of card groups to be unblocked

Group Name Description Humber of
Cards

Mew Test Club newest branch of test club 0

4. Click the Confirm button.

The screen will refresh with a green “Success” message on the Create/Maintain Card Groups
page indicating the group was unblocked.

r () Success —

Use the Back button or click on a button in the left navigation bar to move to a different page.
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IMPORT A CARD GROUP

If you are moving large numbers of cards between groups, regularly blocking or unblocking
batches of cards, or assigning cards to groups from an internal system for tracking benefits, you
may want to use the import/export function. Details on file structure are provided in Appendix
A.

1. Click on the Create/Maintain Card Groups page.

ﬁ rca 1050700 - The Test Club Update password |

one regional card for all

Business Account Create/Maintain Card Groups

Orders
Brancn
/7 Shopping Cart Default Branch - 1050700 =}
L./
Select a group(s) and choose an action:
} Current Order
Summary
. Group Name Description Group Status  Number of
Card Management Cards
} Summary of Card [ Default Group - 1050700 Default Group for business Active 1
Accounts 1050700

¥ Create | Maintain

Branches

creste o
Create / Maintain Car )
Groups

[ unbio | ioc | impor ) Ewor

2. Click the Import button. The Upload Card Groups page will be displayed.

AOrca

one regional card for all

1050700 - The Test Club

Business Account . Upload Card Group File

Orders
/l;/l Shopping Cart Fields marked with an asterisk ( * ) are requirad
b Current Order Brancn:* (Choose  [dl
Summary

File:*

Card Management

¥ Summary of Card

e
Accounts Cancel l Upload File ’

b Create / Maintain
Branches

b Create / Maintain Card
Groups
——

3. Select the Branch where the card group file will be uploaded.
4. Click the Browse button and locate the .xml file to be imported.

5. Click Upload File button.
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The screen will refresh with a green “Success” message and the list of groups will be
displayed.

r @ SHECESY o

Use the Back button or click on a button in the left navigation bar to move to a different page.

EXPORT A CARD GROUP

1. Click on the Create/Maintain Card Groups page

2. Select the appropriate card groups by clicking the checkbox next to the group.
3. Click the Export button.

4. A pop-up asks if you want to Open or Save the file.

5. Click Save and take note of the location where the file is begin saved.

6. Depending on your computer settings, you may or may not have to Close the download
pop-up window once the download is completed.

7. The display returns to the Create/Maintain Card Groups page.

MoVvE CARDS BETWEEN GROUPS

A business can move cards between groups. These groups can be within the same branch or
within other branches in the same agreement. Moving cards occurs through the Actionlist
process.

1. At the Create/Maintain Card Groups page.

2. Select the Group in which the cards you want to move are located.
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3. Click the Move Card(s) button.

rca

one regional card for all 1050700 - The Test Club Update password |

Business Account

Create/Maintain Card Groups

Orders
Branch
e Default Branch - 1050700 [z}
./
Select a group(s) and choose an action:
} Current Order
Summary
_‘ Group Name Description Group Status  Number of
Card Management Cards
» Summary of Card Default Group - 1050700 Default Group for business : Active 1
Accounts 1050700
¥ Create/ Maintain [ New Test Club newest branch of test club Blocked 0
Branches

¥ Create | Maintain Card
Groups

creato roup
Agreement
F Manage Agreement Block Expori { Move card(s)
e | unbtock | Block | mwort { wovo ca

4. The Create/Maintain Card Groups — move cards page is displayed.

5. Use drop down list to identify the destination Group to which the cards should be
assigned.

6. Click the checkbox to select the card or cards to move, or use the Select All checkbox.

one regionalcard forall 1159 - Pierce Transit Test Choice Update password |

Business Account Create/Maintain Card Groups - move cards
Orders

{~_ Shopping Cart
!/ pping Move card(s) from group

1. Selectcards » 2. Confirmation
} Current Order
Summary Select cards fo be moved from Default Group - 1159

Card Management Branch Chogse ¥
» Summary of Card Group to Mave Cards To
Accounts

} Create | Maintain

Branches
P Create | Maintain Card Page:1
Groups
Agreement Card Serial Number
» Manage Agreement [] SelectAll
Details
[ 10106353
} Vanpool Subsidies
~ 10108354
Contact o
» ContactUs [J 10106355
Reports [ 10108355
» Generate Reports
[] SelectAl

7. Click the Move button. A Create/Maintain Card Groups — move cards confirmation page will
be displayed.
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Ica

one regional card for all 1050700 - The Test Club

Update password |

7

Create/Maintain Card Groups - move cards
Move card(s) from group

1. Selectcards = 2. Confirmation

99914172

Confirm the moving of the following cards from Default Group - 1080700:

Cancul | Move ’
/

8. Click Move to complete the reassignment.

The screen will refresh with a green “Success” message indicated the cards have been moved.

r @ SHECESS —

Use the Back button or click on a button in the left navigation bar to move to a different page.

NOTE: You must allow up to 48 hours for actionlisting to occur
BEFORE moving a card to a NEW card group. If you do not allow
this actionlisting to occur, the card will not work.

ADpD A CARD

You can add a card to specific group using the Add card function.
1. Click on the Create/Maintain Card Groups on the left navigation bar.

2. Select the branch and group in which you want to add the card.

3. Click Add card.

rca

one regional card forall 1139 - Pierce Transit Test Choice

Update password | 720

Branch
/< Shopping Cart

Business Account Create/Maintain Card Groups
Orders
e
.2

} Current Order

Summary
_\ Group Name
Card Management
¥ Summary of Card [ Default Group - 1159
Accounts

¥ Create / Maintain : >
Pass 62
Branches < O

Create [ Maintain Car >
Groups

} Manage Agreement

Details
» Vai:gnl Subsidies

Select a group(s) and choose an action:

Description Group Status  Number of
Cards

Default Group for business Active 4

1159

Active cards Active 1

unbioc ] oc | mport | po]

‘ Add Card | Wove card(s)
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4. You will be taken to the Add Card to Group screen.

AOrca

one regionalcard for all 1159 - Plerce Transit Test Choice Update password |

Business Account . Add Card to Group
Orders

= Card Serial Number: | |
Shopping Cart
"

J Card Verification | |

Number:

¥ Current Order
Summary

Card Management Add Card m

b Summary of Card

5. Enter the Card Serial Number (located in the lower left corner of the card) and the Card
Verification Number (three digits, located in the lower right corner of the card).

AOrca

one regional card for all

12345678

6. Click Add card to complete the action.

MANAGE INDIVIDUAL CARDS

A business can block and unblock individual cards and individual products on cards. These
actions occur through the Actionlist process.

BLock A CARD

A Business Account representative can block a card for the following reasons:
e Card is lost or stolen;

e Card is damaged or defective

e Card is returned by the employee.

Blocking an individual card blocks ALL products loaded on that card.
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1. To block a card, click on the Summary of Card Accounts page.

AOrca

one regional card forall 1030700 - The Test Club

Business Account

Orders

@ Shopping Cart

} Current Order
Summary

Card Monoooment

F Summary of Card
Accounts

2. Select the card to block using any of the search criteria available.

NOTE: Cards blocked because they were lost or stolen cannot be

unblocked.

NOTE: If you need a replacement card or want to transfer
products from the card to be blocked to a card you have in stock,
please contact your Lead Agency before you take any action.

Update password |

Card Account Summary

Search for card / card group

Search for the card / card group you wish to view. Click on a card for more details.

Select Cards
Branch [Choose — [H

a. Use the Branch and Group criteria, or

Search by a specific card serial number, or
Search by card status (e.g. Active or Blocked), or

Search by type of product on the card.

one regional card for all

Business Account

Orders

fl;/ Shopping Cart

b Current Order
Summary

Card Management

¥ Summary of Card
Accounts

b Create | Maintain
Branches

} Create | Maintain Card
Groups

b Manage Agreement
Details

¥ Vanpool Subsidies

Contact

» Contact Us

¥ Generate Reports

1050700 - The Test Club

Card Account Summary

Search for card / card group
Search for the card / card group you wish to view. Click on a card for more details.

Select Cards

Branch
Groups:

OR

Card Serial Number:
Cardholder ID:

Card Status:

Products 7

View
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3. Click View
returned.

Aorca

one regional card forall 1139 - Pierce Transit Test Choice

Business Account

Ord

f~_\ Shopping Cart

E pping

» Current Order
Summary

Card Management

¥ Summary of Card
Accounts

» Create / Maintain
Branches

P Create / Maintain Card
Groups

P Manage Agreement
Details

P Vanpool Subsidies

» Contact Us

» Generate Report

4. Select the card you wish to block by clicking the card serial number.

after selecting the search criteria. A list of cards meeting those criteria will be

Update password | [EIZ 1S

Card Account Summary

Search for card / card group

Search for the card / card group you wish to view. Click on a card for more details.

SeIecI Cards
Groups:
OR

I

Card Serial MNumber:

Card Status:

Products |F‘ugetF‘ass 51.75 v|

View

5 items found, displaying all items. Page: 1

Card Serial Number A

10106353 )
10106354
10106355

10106356

10106357

5 items found, displaying all items. Page: 1

5. The Card Account details — for card ™“xxxxxxxx” will appear.

)

ca

one regional card for all 1159 - Pierce Transit Test Choice

Business Account
Orders

/< Shopping Cart

7

P Current Order
Summary

Card Management

} Summary of Card
Accounts

¥ Create | Maintain
Branches

} Create / Maintain Card
Groups

Agreement

» Manage Agreement
Details

¥ Vanpool Subsidies

Contact

P Contact Us

Update password | [L7208

Card Account Details - for card 10106353

Card Account Details

View the details of this card below

Back to Card Group

[ Card Details W( Card Order History W

S

Reports

Card Serial Number. 10108353
Card Status Active

Block Card

Voucher Revalue Type:  Mone

Current Orders - for card 10106353

Current Confirmed and Pending Orders

Product Valid for Amount
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6. Click Block Card.

7. Select the reason for blocking the card from the drop down menu.

NOTE: Cards blocked because they were lost or stolen cannot be

unblocked.

one regional card for all

1159 - Pierce Transit Test Choice

Update password |

-

Card Account Details - block card

~

Confirm the blocking of the card with serial number: 10106353

———
ar Dlocked - Lost or Stolen Card
Blocked - Lost or Stolen Card
Blocked - Damaged Card
Blocked - Defective Card
Blocked - Card Surrendered

==

Blocked - Other
7 - Chinese T Korean [ Pyca

Copyright © 2008-2009 ORCA_ All Rights Reserved

5 ﬁol ~ Spanish | Tagalog — Tagalog | Ting Viét - Vietnamese

8. Click Confirm to complete the block card action. The Card Account Details screen will be
displayed and will indicate that Card Status as Blocked.

)

r

one regional card for all

Business Account
Orders

/< "\ Shopping Cart
1') g

» Current Order
Summary

Card Management

» Summary of Card
Accounts

1159 - Pierce Transit Test Choice

Update sswordl

Card Account Details - for card 10106357

Card Account Details

View the details of this card below

W( Card Order History ‘ %

( Card Details

Back to Card Group

» Create/ Maintain
Branches

» Create / Maintain Card
Groups

Agreement

» Manage Agreement
Details

» Vanpool Subsidies

Contact
» ContactUs

Reports

Unblock Card

Card Serial NupfBer: 10106357
Card Status: Blocked
Voucher Revalue T)Tew—blons

Current Orders - for card 10106357

Current Confirmed and Pending Orders

Product Valid for

Amount
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UNBLOCK A CARD

A Business Account representative can unblock a card that has previously been blocked, except

if it was blocked because it was lost or stolen.

1. To unblock a card, click on the Summary of Card Accounts page.

one reglemicargoran 1050700 - The Test Club Update password |
Business Account Card Account Summary
Orders
/iy Shopping Cart Search for card / card group
} Current Order Search for the card / card group you wish to view. Click on a card for more details.
Summary
Select Cards
Branch Croce B

2. Select the card to unblock using any of the search criteria available.
a. Use the Branch and Group criteria, or
b. Search by a specific card serial number, or
c. Search by card status (e.g. Active or Blocked), or

d. Search by type of product on the card.

one regional card forall 1030700 - The Test Club Update password |
Business Account Card Account Summary
Orders
/l;'/ Shopping Cart Search for card / card group
» Current Order Search for the card / card group you wish to view. Click on a card for more details.
Summary
= Select Card:
Card Management elect Lards
b Summaryorcaa | ST [Choose B
Accounts Groups:

b Create | Maintain
Branches

} Create | Maintain Card Card Serial Number:
Groups

Cardholder ID:
Agreement

Card Status:
F Manage Agreement

Details Products /

¥ Vanpool Subsidies View

‘HI

Contact
} Contact Us

} Generate Reports
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3. Click View after selecting the search criteria.

returned.

)
Q

one regional card forall 1139 - Pierce Transit Test Choice

Business Account
Orders

/< Shopping Cart

¥

» Current Order
Summary

Card Management

¥ Summary of Card
Accounts

» Create / Maintain
Branches

P Create / Maintain Card
Groups

Agreement

P Manage Agreement
Details

P Vanpool Subsidies
Contact
» Contact Us

)
[1+]
=l
(=}
=5
w0

» Generate Reports

/\

4. Select the card you wish to unblock by clicking the card serial number.

A list of cards meeting those criteria will be

Update password | [EIZ 1S

Card Account Summary

Search for card / card group

Search for the card / card group you wish to view. Click on a card for more details.

SeIecr Cards
Groups:

OR

Card Status:

Products |PugstPass 51.75

View

5 items found, displaying all items. Page: 1

Card Serial Number

10106353
10106354

10106355

10106357

A

5 items found, displaying all items. Page: 1

S

5. The Card Account details — for card ™“xxxxxxx” will appear.

)

r

one regional card for all

Business Account

o
=
a
©
]
(2}

/< Shopping Cart

.

» Current Order
Summary

Card Management

» Summary of Card
Accounts

» Create / Maintain

1159 - Pierce Transit Test Choice

Update password | [E50A

Card Account Details - for card 10106357

Card Account Details

View the details of this card below.

( Card Details W( Card Order History

&

Back to Card Group

Branches

» Create/ Maintain Card
Groups

Agreement

» Manage Agreement
Details

» Vanpool Subsidies

Contact

» ContactUs

Reports

Card Serial Number: 10108357

Card Status: Blocked Unblock Card

Voucher Revalue Type:  None

Current Orders - for card 10106357

Current Confirmed and Pending Orders

Product Valid for

Amount
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6. Click Unblock Card.

NOTE: Cards blocked because they were lost or stolen cannot be

unblocked.

7. Click Confirm to complete the unblock card action. The Card Account Details screen will be
displayed and will indicate that Card Status as Active.

AOrca

one regional card for all

Business Account
Orders

/‘ Shopping Cart
=/

» Current Order
Summary

Card Management

» Summary of Card
Accounts

» Create / Maintain
Branches

» Create / Maintain Card
Groups

» Manage Agreement
Details

AOrca

one regional card for a

Business Account
Orders

/< Shopping Cart
./

b Current Order
Summary
Card Management

b Summary of Card
Accounts

» Create / Maintain (
Branches

» Create / Maintain Card
Groups

1159 - Pierce Transit Test Choice

Update password | REI=00S

Card Account Details - for card 10106357

Card Account Details

View the details of this card below

( Card Detais 1( Card Order History \

Back to Card Group

10106357
Active

Card Serial Nu
Card Status:

er.

Block Card

Voucher Revalue Type:

Note: If you receive the following error message, you previously
selected the reason to block the card as “Blocked-Lost or Stolen

Card.”

y 1159 - Pierce Transit Test Choice

Update password | R0

s

Card Account Details - for card 10106353

Card Account Details

View the details of this card below.

~

oo ta Card Group

PLEASE CORRECT THE FOLLOWING ERROR(S):
= Cannot unblock a card that has been reported lost or stolen
\

Card e Card Order History T

/
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BLock A PRODUCT

A Business Account representative can block products on a card. For example, a representative
may choose to do this if they have issued a card to an employee who is leaving the company
and the company has agreed to allow the employee to retain the card. The Business Account
representative can block the products that they have purchased and loaded on the card, thus
allowing the card to still be used for private use by the exiting employee. Blocking a product
occurs through the Actionlist process.

1. To block a product, click on the Summary of Card Accounts page.

AOrca

one regional card for all

Business Account

Orders

/< "\ Shopping Cart
.2

} Current Order
Summary

Carrl Mzrzagoment

F Summary of Card
Accounts

1050700 - The Test Club

Update password |

Card Account Summary

Search for card / card group

Search for the card / card group you wish to view. Click on a card for more details.

Select Cards
Branch [Choose — [H

2. Select the card that you want to block the product on using any of the search criteria

available.

a. Use the Branch and Group criteria, or

b. Search by a specific card serial number, or

c. Search by card status (e.g. Active or Blocked), or

d. Search by type of product on the card.

AOrca

one regional card for all

Business Account

Orders

/< Shopping Cart
./

» Current Order
Summary

Card Management

b Summary of Card
Accounts

b Create / Maintain
Branches

b Create | Maintain Card
Groups

b Manage Agreement
Details

» Vanpool Subsidies

Contact

1050700 - The Test Club Update password |

Card Account Summary

Search for card / card group

Search for the card / card group you wish to view. Click on a card for more details.

Select Cards
Branch [Choose [
Groups

OR

Card Serial Number:
Cardholder ID:

Card Status:

Products: /
v View

52 | Business Account Representative Training Manual

V.4 - 03/29/10



3. Click View after selecting the search criteria. A list of cards meeting those criteria will be

returned.
EmE&QWN 1159 - Pierce Transit Test Choice Update password | K2
Account Card Account Summary
/&J Shopping Cart Search for card / card group
» Current Order Search for the card / card group you wish to view. Click on a card for more details
Summary

~ Sefect Card:
Card Management eject Laras
» Summary of Card Branch

Accounts Groups:
¥ Create | Maintain OR
Branches

Groups

Card Status
Agreement
Products:

¥ Manage Agreement
Details View

F Create | Maintain Card Card Serial Number l:l

‘F‘ugatpass §1.75 V‘

» Vanpool Subsidies

Contact 5 items found, displaying all items. Page: 1

¥ ContactUs

Card Serial Number A
Reports

» Generate Reports 10106353

10106354

10106355

( 10106357 >
5 items found, displaying all items. Page: 1

\ /

4. Click the serial number of the card that you want to block products on. The Card
Account Details — for card “ooxxxxx” will appear.

5. Click the Block/Unblock Products button at the bottom of the page.

AOrca

one regional cardforall 1159 - Pierce Transit Test Choice Update password | [IETEY
Business Account Card Account Details - for card 10106353
Orders
/\;) Shopping Cart Card Account Details
» Current Order View the details of this card below
Summary

Card Manage
Back to Card Group
» Summary of Card

Accounts ’ Card Details 1( Card Order History 7

» Create / Maintain
Branches

Card Serial Number: 10108353
» Create / Maintain Card

Card Status: Active
Gioiips ard Status: ive Block Card
Voucher Revalue Type:  None
Agreement vae e
» Manage Agreement m
Details

¥-Vanpool Subsidies Current Orders - for card 10106353

» ContactUs Current Confirmed and Pending Orders

ReDortS Product Valid for Amount

» Generate Reports
Product List

Product Name Remaining Value
E-purse Value: $0.00
PugetPass $1.75 Valid for: May 2009

\ J
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6. Choose the product you want to block, click on the Blocked button, and choose the
Blocking Reason from the drop down menu.

4 _Pi ; f pdate pa Logout
one regionalcard forall 1139 - Pierce Transit Test Choice Update password | 2Ty

Business Account Block/Unblock Product(s) details

Orders

f~_ " Shopping Cart
E pping Block/Unblock Product(s)

» Current Order

ummary
Blocked Unblocked
7] E-purse
¥ Summary of Card 2 ©
Accounts [ PugetPass 5175 O @
» Create / Maintain .
e Blocking Reason

» Create / Maintain Card Unblocking Reason |:|
Groups
Agreement
upate | Back

» Manage Agreement
Details

7. Click the Update button.

8. You will receive a message asking if you are sure you want to block the product. Click the
appropriate answer.

rca

one regional card for all

guginess Account Are you sure you wish to block/unblock the product(s) ?
rders

(< Shopping Cart
®  ves |
vos [ o
¥ Current Order
Summary

1159 - Pierce Transit Test Choice Update password |

The screen will refresh with a green “Confirmation” message indicating the selected products
have been actionlisted to be blocked.

AOrca

one regional card for all

Business Account Block/Unblock Product(s) details
Orders

() Shopping Cart Block/Unblock Product(s)

1159 - Pierce Transit Test Choice Update password |

. %
(¥) conFIRMATION
» Current Order
Summary Success
Card Management ¥ The selected product/s have been actionlisted to be blocked

» Summary of Card

Use the Back button or click on a button in the left navigation bar to move to a different page.
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UNBLOCK A PRODUCT

A Business Account representative can unblock products. Unblocking a product is accomplishes
through the Actionlist process.

1. To unblock a product, click on the Summary of Card Accounts page.

Arca

one regional card for all 1050700 - The Test Club

Business Account

<\ Shopping Cart
.7

} Current Order
Summary

Tomr D=
F Summary of Card
Accounts

Update password |

Card Account Summary

Search for card / card group

Search for the card / card group you wish to view. Click on a card for more details.

Select Cards
Branch [Choose [

2. Select the card that you want to block the product on using any of the search criteria

available.

a. Use the Branch and Group criteria, or

b. Search
c. Search

d. Search

AOrca

one regional card for all

Business Account

Orders

/< Shopping Cart
L/

¥ Current Order
Summary

Card Management

» Summary of Card
Accounts

¥ Create | Maintain
Branches

» Create | Maintain Card
Groups

Agreement

} Manage Agreement
Details

» Vanpool Subsidies

Contact

by a specific card serial number, or
by card status (e.g. Active or Blocked), or

by type of product on the card.

1050700 - The Test Club Update password |

Card Account Summary

Search for card / card group

Search for the card / card group you wish to view. Click on a card for more details.

Select Cards
sane Goose B
OR

Card Serial Number:

Card Status
Products: /

\/ View

3. Click View after selecting the search criteria. A list of cards meeting those criteria will be

returned.
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)

I

one regional card for

55 Account

f~_\ Shopping Cart
!/‘ pping

¥ Current Order
Summary

Card Management

¥ Summary of Card
Accounts

P Create | Maintain
Branches

¥ Create | Maintain Card
Groups

Agreement

¥ Manage Agreement
Details

» Vanpool Subsidies

Contact

} Contact Us

A
1]
=]
(=]
=
o

» Generate Reports

4. Click the serial number of the card that you want to unblock products on.
Account Details — for card “ooxxoxxx” will appear.

5. Click the Block/Unblock Products button at the bottom of the page.

Arca

one regional card for al

Business Account
Orders
./

/" Shopping Cart

» Current Order
Summary

Card Management

» Summary of Card
Accounts

» Create / Maintain

au 1159 - Pierce Transit Test Choice

Update password | LS54

Card Account Summary

Search for card / card group

SeIecr Cards
Groups:
OR

Card Serial Mumber.

l.

Card Status:

Search for the card / card group you wish to view. Click on a card for more details

Praducts [PugetPass 51.75

Card Serial Number

10106353
10106354

10106355

< 10106357 >

5 items found,

View

5 items found, displaying all items. Page: 1

F Y

displaying all items. Page: 1

u 1159 - Pierce Transit Test Choice

late password | gont

Card Account Details - for card 10106357

Card Account Details

View the details of this card below.

\
( Card Details ‘( Card Order History ‘ [%

Back to Card Group

J

Branches

» Create / Maintain Card
Groups

» Manage Agreement
Details

» Vanpool Subsidies

» Contact Us

» Generate Reports

o~

Card Serial Number: 10108357
Card Status: Blocked Unblock Card

Voucher Revalue Type:  None

Current Orders - for card 10106357

Current Confirmed and Pending Orders
Product Valid for
Product List

Product Name
E-purse

PugetPass $1.75

lock/Unblock Products

Amount

Remaining Value
Value: $0.00

Valid for. May 2009

The Card
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6. Choose the product you want to unblock, click on the Unblocked button, and type in a
reason for unblocking if you choose.

. _Pi ; f pdate pa Logout
one regionalcard forall 1139 - Pierce Transit Test Choice Update password | [[ETE

Business Account Block/Unblock Product(s) details
Orders

f~_ " Shopping Cart
E pping Block/Unblock Product(s)

» Current Order

ummary
Blocked Nl
7] E-purse
¥ Summary of Card @
Accounts
®

[] PugetPass $1.73 [o)
» Create / Maintain )
Branches Blocking Reason

Groups

Unblocking Reason @
Agreement

» Manage Agreement

ot | Back
Details

} Create | Maintain Card

7. Click the Update button.

8. You will receive a message asking if you are sure you want to block the product. Click the
appropriate answer.

rca

. _Pi : . [ pa: Logout
one regional card foratl 1139 - Plerce Transit Test Choice Update password |

guginess Account Are you sure you wish to block/unblock the product(s) ?
rders

/< Shopping Cart
.7

 ves | o
¥ Current Order

Summary

The screen will refresh with a green “Confirmation” message indicating the selected products
have been actionlisted to be unblocked.

AOrca

i - L t
one regional card for all 948 - SUEB2 Update password |

Block/Unblock Product(s) details

/\;J Shopping Cart Block/Unblock Product(s)

@ CONFIRMATION
b Current Order ’7

Summary

Success

 The selected product/s have been actionlisted to be unblocked

P Summary of Card

Accounts
Blocked Unblocked
b Create / Maintain
Branches ¢ e-Purse (Mo Unblocking Reason Entered) « @ (Pending

Use the Back button or click on a button in the left navigation bar to move to a different page.
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CHANGE E-VOUCHER SETTINGS
The Lead Agency sets the e-vouchers program for the Business Account.
Most companies find that the Both setting provides the most flexibility to the cardholder, but is

more difficult to administer. For that reason, the Lead Agency will usually set the e-voucher
program to Remote, providing easier administration for the Business Account.

The Remote setting means that the cardholder must take an action to spend the voucher. The
cardholder must register his/her card and can purchase a product either online at the
cardholder website — www.orcacard.com — or at a walk-in center. He/she cannot simply tap the
card at an ORCA reader to download the value. The cardholder cannot change this setting.

The Automatic setting means that the voucher value will automatically download into the
cardholder’s e-purse when he/she taps the card at an ORCA reader. The cardholder can then
use that e-purse value to pay for individual trips or to purchase a monthly pass. The cardholder
cannot change this setting.

NOTE: When using e-purse to purchase a product, the cardholder
must do so in a “card present” environment (e.g., at a Customer
Service office or a ticket vending machine). The cardholder cannot
make a purchase via the website using e-purse value.

The Both setting means that the voucher value will automatically download into the
cardholder’s e-purse when he/she taps the card at an ORCA reader, unless the cardholder
chooses to update his/her individual setting to Remote. If the cardholder changes the setting to
Remote, the Remote rules will apply.

NOTE: The setting defaults to Automatic for the first month on
each card set up with a Both setting to receive an e-voucher.
Following that first month, the cardholder can change the setting
to Remote if he/she chooses to do so.

A Business Account representative may not change its e-voucher program from Automatic
revalue to Remote revalue.

However, a Business Account representative may change its e-voucher program from Remote
to Automatic for an individual card or for a group of cards, if the Lead Agency established it as
a Remote setting. The steps to make this change are described below.

58 | Business Account Representative Training Manual V.4 - 03/29/10


http://www.orcacard.com/

NOTE: Once you change the e-voucher setting to Automatic, you
cannot change it back to Remote and the cardholder cannot do so
either.

1. Click on the Summary of Card Accounts button.

AOrca

one regionmicaratoranl 1050700 - The Test Club Update password |
Business Account Card Account Summary
Orders
/;\;/, Shopping Cart Search for card / card group
» Current Order Search for the card / card group you wish to view. Click on a card for more details.
Summary

Select Cards

Carr Mznzgoment

ecomts

il

2. Select the card or group that you want to change to Automatic using any of the search
criteria available.

a. Use the Branch and Group criteria, or
b. Search by a specific card serial number, or
c. Search by card status (e.g. Active or Blocked), or

d. Search by type of product on the card.

AOrca

one regionicarg fora 1050700 - The Test Club Update password |

Business Account Card Account Summary

Orders
@ Shopping Cart Search for card / card group
» Current Order Search for the card / card group you wish to view. Click on a card for more details.
Summary
- Select Card:
Card Management elect Lards
 Summaryorcara | B Chooss M
b Create | Maintain OR

Branches

}» Create / Maintain Card Card Serial Mumber:
Groups

Agreement
Card Status: _
¥ Manage Agreement _|—
Details Products: /

} Vanpool Subsidies v View
Contact

3. Click View after selecting the search criteria. A list of cards meeting those criteria will be

returned.

59 | Business Account Representative Training Manual V.4 - 03/29/10



Aorca

one regionalcardforall 1139 - Pierce Transit Test Choice Undate password | KEZEL
Business Account Card Account Summary
Orders
/l;/ Shopping Cart Search for card / card group
¥ Current Order Search for the card / card group you wish to view. Click on a card for more details.
Summary
Card Management SefecdCady

> Summary of Card Braneh

Accounts Groups:
» Create / Maintain OR
Branches

Groups

Card Status:
Agreement
Products

» Manage Agreement
Details View

P Create | Maintain Card Card Serial Number I:l

|F‘ugetF‘ass 51.75 v|

¥ Vanpool Subsidies

Contact 5 items found, displaying all items. Page: 1

» Contact Us

Card Serial Number Fy
Reports

P Generate Reports 10106353

10106354

10106355

10106357 >
5 items found, displaying all items. Page: 1

\ J

™\

4. Click the serial number of the card that you want to change to Automatic revalue. The
Card Account Details — for card ™xooxxxxx” will appear.

5. Click Change to Automatic.

one regional card for all 1094 - CT TEST_SQM Update password | m

Card Account Details - for card 10020036

7/« Shopping Cart Card Account Details
&/

View the details of this card below.
b Current Order

Summary
~ Back to Card Grou
Card Management
¥ Summary of Card . i
unts ( Card Details W( Card Order Higtory W

¥ Create | Maintain
Branches Card Serial Number: 10020036
Card Status: Active

» Create / Maintain Card Blorks ©ord
Groups Voucher Revalue Type:  Remote

Change to Automatic
Agreement
» Manage Agreement m

Details

You will receive the following “Card Account Details” screen, which will indicate the Voucher
Revalue type has been successfully changed.
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Abrca

UsE oF E-VOUCHERS BY EMPLOYEES

Business Account
Orders

Shopping Cart
h:'/‘

b Current Order
Summary

Card Management

» Summary of Card
Accounts

} Create / Maintain
Branches

} Create | Maintain Card
Groups

¥ Manage Agreement
Netails

one regional card for all 1094 - CT TEST_SQM ol aennall
Card Account Details - for card 10020036
Card Account Details
View the details of this card below.
( Card Details W( Card Order History 1
Card Serial Number: 10020036
Card Slals tolig Block Card

NOTE: As indicated prior to these instructions, once you change
the e-voucher setting to Automatic, you cannot change it back to

Remote and the cardholder cannot do so either.

If the Business Account chose either the Both or the Automatic setting, the e-voucher value,
once purchased by the Business Account, will automatically transfer to the e-purse when the

cardholder next taps his/her card, following the 24 to 48 hour waiting period.

NOTE: When using e-purse to purchase a product, the cardholder
must do so in a “card present” environment (e.g., at a Customer
Service office or a ticket vending machine). The cardholder cannot
make a purchase via the website using e-purse value.

The following instructions may help your employees successfully change their e-voucher from
Automatic to Remote.

1.

Click Manage My ORCA.

Log into ORCA (www.orcacard.com).

Change your Autoload setting to Remote.

Register your card if you have not already done so.

Wait 24 to 48 hours for the system to recognize the change.

Wait until after the first e-voucher has been redeemed (the first e-voucher on any individual
card under a Both or an Automatic setting will always be Automatic).

Click Manage Autoload (if the Business Account set the e-voucher as Automatic).
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The following instructions may help your employees successfully use a Remote e-voucher to
purchase a product. The cardholder can redeem a Remote e-voucher at the Cardholder website
or in person at a Customer Service Office using these instructions.

1. Log into ORCA (www.orcacard.com).

2. Register your card if you have not already done so.

3. Click Manage My ORCA.

4. Click on “Add Value” in the left-hand menu. Do not use any other “Add Value” link.

5. Select “Purchase a PugetPass” or “"Add value to E-purse” and then click “*Continue.”

6. Select the appropriate value for your desired pass or e-purse.

7. Click “Next ”

8. Click “Confirm.”

9. Click “Pay now.”

10. If you have a valid e-voucher, the next screen will show “Pay by Electronic Voucher.”

11. Choose the radial button that lists your Company’s name and click Continue.

12. Complete the payment information.

13. Click “Submit payment.”

14. Your receipt will appear, click “Print receipt.” Keep for your own records.

15. Tt will take up to 48 hours for your Puget Pass or e-purse purchase to be validated. Make
sure you purchase your product at least 2 days prior to date you need to ride transit.
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VIEW CARD ACCOUNT HISTORY

You can view the historical information for any card by completing the following steps.

1. Click on the Summary of Card Accounts button.

AOrca

one regional card for all

1050700 - The Test Club Update password |

Card Account Summary

Business Account

Orders
C‘; Shopping Cart Search for card / card group
» Current Order Search for the card / card group you wish to view. Click on a card for more details.
Summary
Card Managoment Selecr(Carty
> summaryorCara Y e Chosse M

2. Select the card that you want to view using any of the search criteria available.
Use the Branch and Group criteria, or
Search by a specific card serial number, or

Search by card status (e.g. Active or Blocked), or

d.

AOrca

one regional card for all

Search by type of product on the card.

1050700 - The Test Club Update password |

Business Account

Orders

—

Shopping Cart
®)

¥ Current Order
Summary

Card Management

¥ Summary of Card
Accounts

b Create / Maintain
Branches

} Create | Maintain Card
Groups

b Manage Agreement
Details

» Vanpool Subsidies

Contact

3. Click View after selecting the search criteria. A list of cards meeting those criteria will be

returned.

Card Account Summary

Search for card / card group

Search for the card / card group you wish to view. Click on a card for more details.

Select Cards
Branch
Groups

OR

Card Serial Number:
Cardholder ID:

Card Status:

Products:

View
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AOrca

one regional card forall 1139 - Pierce Transit Test Choice

s Account

"\ Shopping Cart

¥ Current Order
Summary

Card Management

¥ Summary of Card
Accounts

» Create / Maintain
Branches

» Create | Maintain Card
Groups

» Manage Agreement
Details

P Vanpool Subsidies
Contact

» Contact Us
Reports

¥ Generate Reports

™\

Update password | (LIS S

Card Account Summary

Search for card / card group

Search for the card / card group you wish to view. Click on a card for more details.

SeIecr Cards

OR

Card Serial Number, I:I

Card Status:

Froducts |PugetF’ass 51.75 v|

5 items found, displaying all items. Page: 1

Card Serial Number A

10106353
10106354

10106355

10106357

5 items found, displaying all items. Page: 1

S

4. Click the serial number of the card that you want to view. The Card Account Details —

for card ™oooxxxx” will appear.

5. Click on the Card Order History tab.

AOrca

one regional card forall 1199 - Pierce Transit Test Choice

Update asswordl

Business Account Card Account Details - for card 10106357
Orders

/< "\ Shopping Cart

=/

» Current Order
Summary

Card Management

» Summary of Card
Accounts Card Det: Card Order History ‘ %
» Create / Maintain

Card Account Details

View the details of this card below

Back to Card Group

TeheeS—
Branches
Card Serial Number: 10108357
» Create / Maintain Card Card Status: Blocked

Groups Unblock Card

Agreement Voucher Revalue Type:  None

» Manage Agreement
Details

» Vannool Subsidies P e T X USRS Spe et d AnAancAs

6. The transaction history for that card will appear.
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rca

one regional card for all

Shopping Cart

@i'\

b Summary of Card
Accounts

1094 - CT TEST_SQGM

Updste password |

Card Account Details - for card 10020001

Card Account History

“iew the history of this card below.

( EardlEE W( 9.?!.‘?.@.‘49[’1!??.0.’.\6}

Back to Card Group

} Create / Maintain
Branches

} Create /Maintain Card
Groups

F Manage Agreement
Details

b Vmnnaal Croheidine

Date Created  Froduct

0411452009 Purse
0411412009 Remote Youcher ivalid until: 51 4:20049)

03/05/2009 Regional Business Passport

Amount'Valu
e

$13.00
$20.00
$0.00

Redeemed
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GENERATE REPORTS

Business Accounts can generate a variety of reports that may be useful in managing their
transportation benefits programs. You can generate the following standard reports:

Viewing reports requires a separate login from the Business Accounts website.

Expired Vouchers
Institutional Card Account Transaction History (only available for WSF Commercial Accounts)
Institutional Card Status

Institutional Linked Ridership Summary
Institutional Transaction History
Institutional Unlinked Ridership Summary
Institutional Vanpool Subsidy Status
Institutional Vanpool Usage

Unredeemed Products

If when logging on to any portion of the Report Portal you receive a certificate error message,
please click on the Yes button. The certificate is authentic. It may look like the following:

Warning - Security

Do you want to trust the signed applet distributed by "Business Ohbjects"?

Fublisher authenticity verified by "WeriSign, Inc."

;§ The security cedificate was issued by a company that is trusted.
The security cedificate has expired aris not yet valid.
Y

Caution: "Business Ohjects" assers that this content is safe. You should only
accept this content it you trust"Business Ohjects" to make that assertion.

More Details

[(ves || mo || aways |
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REPORT LOGIN

1. Click on the Generate Reports button at the bottom of the left navigation bar.

oot regrmm g forat. 1050701 - Online Test Club Update passward |
Order Summary
| Shopping Cart Current Orders Summary
¥
» Current Order This is a list of your current arders. Select any orders you wish to confirm or unconfirm. Orders
Summary may not be uncanfirmed after the 10 of the month. To modify or cancel a confirmed order after
the 10th of the month you rust contact your Lead Agency. Click on an order to view more
details
b Summary of Card
Accounts Page:1
¥ Create /Maintain
Branches Order Number Order Status Order Month ¢ Order tem Order Amount
Date Created
} Create / Maintain Card
Groups - 2089 Completed 07i30/2008 cards § 202.60
Agreement
Page:1
¥ Manage Agreement
Details
» Vanpool Subsidies
New Card Order New Product Order |} Cancel Orders m

¥ Contact Us
Poiuis

¥ Generate Reports

2. Logon to the Report Portal.

a. Enter your report portal username. This username is rfcs-public\xxxx where

“xxxx” is your Business Account ID number (e.g., rfcs-public\1159).

b. Enter your password, using the same password you established for your Business

Account.

c. Ensure that the Authentication reads "Windows AD.” If that field is blank or has some
other information in the box, please use the drop down menu to choose Windows AD.

d. Click on the Log On button.

Report Portal
-

Log On to Report Portal

Existing User

System: ash-sac-cas-003

User Mame: rfcs-publict, 1094

Passward: [T

Authentication: | windows AD -

s
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SET REPORT PORTAL PREFERENCES

1. Set your Preferences. You must complete this step prior to running reports the first time.
Once set, you should not have to change the settings.

a. Click on Preferences in the upper right corner.

8 Mew Report | = Organize(| & Preferences | & )Logoff | 2 Help

Account: 1094

£} Home
L.[3] Favorites

Folders Type: | All | Sort By: | Title

I3 ORCA - One Regional
Card For All

powerad by

crystal *®

b. Click on Crystal Reports Preferences in the upper left portion of the screen.

:. Crvstal -3 Apply | ¢= Back | 2 Help

Account: 1094
General Preferenceg | Crystal Report Preferences

Initial view ... @ Home

O Favorites

C. Select Java Viewer under the “View my reports using the...” box. You must choose
Java Viewer to view any reports generated in Crystal Reports view.

w
& crystal

General Preferences | Crystal Report Preferences

Display my reparts ... @ in a single browser window, one report at a time.

O in multiple browser windows, one window for each report.

Wiew my reports using the O Activex viewer

O DHTML viewer,
O advanced DHTML viewer,

& 3ava viewer,

d. Click the Apply button in the upper right hand portion of your screen.
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GENERATE REPORTS

Once you successfully login, the ORCA — One Regional Card For All folder appears in bold, black
type and you will see a Standard System Performance folder in blue type. To generate reports,
please follow these steps.

1. Click on the Standard System Performance folder.

crystal B Mew

L.[3] Favorites

..... _]1 ORCA - One Regional Card For All

Folders Type: |All | Sort By:

[ standard System Mo objects
Performance

2. Click on the Institutions folder.

crystal B
Search: _ [ Go |

& Hofpe

yarites

Eolders Type: |AII ~ | Sort By:

Institutions Mo ohjects

3. This folder provides you with a list of reports that you can generate, view, and print. A short
description of each report is provided by hovering your cursor over the report title.
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w
0 crystal

& Home
\.[3] Favorites

IC1 Institutions

Folders Type: | All | Sort By: | Title +

Mo falders Expired Vouchers
Institutional Card Account Transaction Histary (Can be
Institutional Card Status
Institutional Linked Ridership Summary
Institutional Transaction History
Institutional Unlinked Ridership Surnmary
Institutional Wanpool Subsidy Status
Institutional Yanpool Usage
Unredeemed Products

Clicking on any report title will drop down the following options. The default view for every
report is Crystal Reports. Through the use of options, you can also run reports in Excel format.

e View — Use View to instantly run a report. For some reports, you will be prompted to enter
various parameters (e.g., date range). You can view the report on screen, print it, or export

it.

¢ View Latest Instance — Use this parameter to view the last report run.

e Schedule — Use this parameter to schedule the report to run now or on a periodic basis.
You have many options to customize the report using this option, including applying various
filters and having the report automatically emailed to various destinations when it is run.

Explore the “Customize your options” drop down menu to learn more.

e History — Past occurrences of each report will be stored and you can select one to view

using the History option.
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crystal

Search: _ [ Go |

&} Home
..[3#) Favorites

[ Institutions

----- (£ ORCA - One Regional Card For &l = 23 Standard System Performano

Folders Type: |AII

v | Sort By: | Title

Mo folders Expired Wouchers
Institutional Capd ount Transackion Hist

Institutjed

Unredeemed Products

SETTING PARAMETERS

For several reports, you will be required to set parameters prior to generation. Simply read

carefully and follow the directions for the type of parameter required.

DATE RANGE

You can usually type in an exact date range or you can choose that the range has no lower or
upper limit. Remember that the longer your date range, the longer it will take the report to run.
For long date ranges, you should schedule the report to run in the evening and view it the next

day.

%3 please Provide Information - 1/ 3

range of walues you want to include.

Date Range:
Select Date Range for Report

Range of values hetween:

Year Manth  Day and:

I
-

v Range has no lower limit

Help

ou can provide a single range of walues for this parameter.
Choose or enter a lower and an upper limit o describe the

Year Manth  Day
2009 |05 |15 |

[v Include this value

[ Range has no upper limit

| Mext = Cancel |
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PRODuUCTS

The system may ask you to enter which product you want. If you want all products, accept the
default. If you want a specific product, use the drop down menu to choose it.

%9 please Provide Information - 2 / 3

“ou can provide 3 single walue for this parameter.
Choose or entar the walue youwant to include.

Froduct Type:
Enter a Product Type (default ALL)

WValue: L Product Types
ALL Product Types

Enter Froduct Type Here (or select from List)

All-Day PugetPass $4.00

4 =

Help = Back | Mext = | Cancel |

ROUTES

You may want to run a report to gather data on a particular route. If so, enter the route ID. If
you want data on all routes, enter 0.

i 51 . - ]
¥ Please Provide Information - 3 f 3

“ou can provide a single walue for this parameter.
Choose or enter the walue you want to include.

Route ID:
Ente% Raoute D (0 for ALL)

Value: |[J|

Help = Back | Finish | Cancel |
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BILLING PERIOD

This report will ask you to provide a billing month. Use the drop down menu to make your

choice.

Billing Month:

=

()

Select The Billing Period for Report

¥

) Please Provide Information - 1 ... [Z|

“fou can prowide 3 single walue for this parameter.
Choose or enter the value you want to include.

Value: | April

January

February
Help | lyarch

May

June

July
Algust
September
Cctober
Mavember
December

It will also ask you for a billing year. Type in the year.

©J Please Provide Information - 2 ... E'

Billing Year:
Enterthe Eilling%&ar

The value must be betwesn 2005 and 2000.

“ou can provide 3 single walue for this parameter.
Choose or enter the walue you want to include,

Yalue: | |
Help | ﬁElack| Finish | Cancel |
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REPORT DESCRIPTIONS

NOTE: Report titles and headers use the term “Institutional”
instead of “Business.” The reports apply to all Business Accounts,
with the exception of the Institutional Card Account Transaction
History report. See below for details.

EXPIRED VOUCHERS REPORT

The Expired Vouchers report helps the Business Account determine the total value of expired
e-vouchers and how they were loaded for a given period.

Expired Vouchers
Lead Agent: King County hetro
Institution: University of Washington
Voucher Period: December 2007
Youcher
Institution Institution ID Branch  Activity Product Type CSH Amount
University of Washingtan 12345 Seattle Autoload Rurse 99999173 20.00
University of ¥Washington 12345 Seattle Autaload %rse 98599124 § 10.00
University of Washington 12345 Seattle Autologg Plrse 990999125 § 35.00
Subtotal Purse 3% 65.00
University of Washingtan 12345 Seattle B Ut ad Regianal Pass 99999126 % 10.00
Subtotal Regional Pass 1% 10,00
University of YWashington 12345 @ dqitoload Agency Pass 99999127 5 5.00
Subtotal Agen 1 4% 5.00
Subtotal Autoload 5 %
University of YWashington 12345 Rerote Revalue  Purse 899999123 %
University of Washington 12345 Seattle Remote Revalue  Purse 99999129 % 20.00
University of YWashington 12345 Seattle Rerote Revalue  Purse 899999130 % 20.00
Subtotal Purse 3% 6000
University of ¥Washington 12345 Seattle Rerote Revalue  Regional Pass 899999131 % 15.00
University of Washington 12345 Seattle Remote Revalue  Regional Pass 99999152 25
Subtotal Regional Pass 2 % 40.00
Subtotal Remote Revalue %
Subtotal Seattle $
Total University of Washington 10 § 180.00

INSTITUTIONAL CARD ACCOUNT TRANSACTION HISTORY REPORT

The Institutional Card Account Transaction History report is for Washington State Ferry
commercial accounts only.
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INSTITUTIONAL CARD STATUS REPORT

The Institutional Card Status report shows the status of each card.

Institutional Card Status

Lead Agency: King County Metro
Report Period: 127172004 - 1243152004

Institution Hame
University of Washington
niversity of Washingtan

Institution 10
123456
123456

Total University of Washington

Branch
Sesttle
Tacama

Cards
10
?

Eloeln 1253457

Institution Institution 1D Branch Activity Status CSN Reqgistered
Lniversity of Washington 1234456 Seattle Loaded but not used 989589123 Yes
University of Washington 1234486 Seattle v ot used 999949124 Feg
University of Washington 1234456 Seattle ot Blocked 995899125 Yes
niversity of Ywashington 123456 vityitot Blocked 99599126 Mo
University of Washington 1234486 Blocked HEEEH1 2T Feg
University of Ywashington 123456 eattle Active 89599128 Yes
niversity of YWashington 123456 Seattle Active 858599125 Yesg
University of Washington 1234586 Seattle Active Q9899130 Yeg
niversity of YWashington 123456 Seattle Active 995999131 Yes
University of Wwashington 1234456 Seattle Active QEHH9132 Yes
Suhtotal Seattle 10
niversity of WWashington 123456 Tacoma  Active 859599133 Yes
University of WWashington 123446 Tacoma  Active Q99959134 Yes
Liniversity of Washingtan 123456 Tacoma  Active 9999491345 Yes
University of Washington 1234486 Tacoma  Active QEH991 36 Feg
niversity of YWashington 123456 Tacoma  Active 85599137 Yes
University of WWashington 123446 Tacoma  Active Q99599138 Mo
niversity of YWashington 123456 Tacoma  Active 8958599135 Mo
Subtotal Tacoma ¥
Total University of Washington 17
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INSTITUTIONAL LINKED RIDERSHIP SUMMARY REPORT

The Institutional Linked Ridership Summary report provides Business Accounts with a summary

of ridership statistics for cardholders.

This report allows the Business Account to gauge the usage of each transit service provider. It
will provide a summary of the Business Account card linked trips; i.e., transfers made between
agencies, and the total retail value of each trip. This report does not reflect the amount paid to
each transit service provider, as the transit providers share the retail value based on a pass
contribution value established among the agencies. The linked trips are based on fare payment

transactions, which reflect Business Account card usage.

Institutional Linked Ridership Summary

Report Dates: 1/01/2005 to 1/31/22005

Lead Agency: King County Metro

Institution: University of Washington

Instutiton 1D: 12345

Branch: Seattle

CT ET HKCM KT PT ST Linked Trips Linked Trip Fare Full Fare VYalue
# # ® # # # 00§ 200 % 200.00
* * # * # # 00§ 250 % 250.00
# # # # # # 00§ 300§ 300.00
* * ® * # 100 & 200 200.00
* * = * # 100, A~ 2480 4§ 250.00
¥ ¥ ¥ ¥ ¥ 108 \\ 47 300§ 300.00
¥ ¥ ¥ ¥ W AN 200§ 200.00
o o X o by A\ 5 250 % 250.00
¥ ¥ X ¥ X A~\ N\ WM 5 300§ 300.00
# # ¥ # (2 U\ 00§ 200§ 200.00
# # ¥ # N S 00§ 280§ 250.00
X X % X ~ 00§ 3.00 % 300.00
* * k4 " " 00§ 200 % 200 .00
4 4 4 # # 00§ 2580 % 26000
# # k # # 100§ 300 % 300.00
4 4 = # 00§ 200 % 200.00
* * % # 00 % 250 % 250.00
* * % # 00 % 300 % 300.00
* * % 4 00§ 200 % 200.00
4 4 = # 00 & 2580 % 250.00
* * * # 00 % 300 % 300.00

(continues for as many combinations that exist during timeframe)

(at end)
|

v

WSF 1m0 § 640§ £50.00
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INSTITUTIONAL TRANSACTION HISTORY REPORT

The Institutional Transaction History report provides the Business Account with information
about card use.

ehe regienal card for all

Lead Agency: Community Transit
Institution: CT TEST_SQM

Report Period: to 5/15/2009
Product Type: ALL Product Types

Fare Voucher Device

Institution 1D Branch Product Type Txn Type Device Service Participant  Mode Route ID  Add Value Payment CEFFV Payment Location Txn Date/Time

1094 Default Regional Business  Product Pass Use OBFTP Sound Transit Bus 510 10.0000 §0.00 3 No CT-BUS-9T2T 4722009 2:50 pm
Branch-  Passport Journey
1094

1094 Default Regional Business  Product Pass Use OBFTP Sound Transit Bus 510 $0.0000 §0.00 3 No CT-BUS-9050  4/22/09 2:42 pm
Branch-  Passport Joumey
1094

1094 Default Regional Business ~ Product Pass Use OBFTP Sound Transit Bus 10.0000 §0.00 3 Mo CT-BUS-9050  4/22/09 3:21 pm
Branch-  Passport Journey
1094

1094 Default Regional Business  Product Pass Use OBFTP Sound Transit N 532 $0.0000 §0.00 3 No CT-BUS-9114  4/22/09 3:42 pm
Branch-  Passport Joumey
1094

1094 Default Regional Business  Product Pass Use OBFTF Soy 3 Bus 632 $0.0000 $0.00 3 Mo CT-BUS-9112  4/22/09 3:11 pm
Branch-  Passport Journey
1094

1094 Default Regional Business ~ Product Pass Use OBFTP S Afhsit Bus 510 $0.0000 50.00 3 Mo CT-BUS-9522  4/22/03 3:09 pm
Branch-  Passport Joumey
1094

1094 Default Regional Business  Product Pass Use OBFTF Sound Transit Bus 632 $0.0000 $0.00 3 Mo CT-BUS-9020  4/22/09 4:16 pm
Branch-  Passport Journey
1094

1094 Default Regional Business ~ Product Pass Use OBFTP Everett Transit Bus 7 $0.0000 50.00 I Mo ET-BUS-305  4/17/03 E:30 am
Branch-  Passport Joumey
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INSTITUTIONAL UNLINKED RIDERSHIP SUMMARY REPORT

The Institutional Unlinked Ridership Summary report provides the Business Account with
summary ridership statistics for cardholders. This report provides the boarding statistics for
each Business Account card by transit service provider, route, and transaction date and time.
The transactions shown are fare payment transactions, which reflect Business Account card
usage.

Service participant is the service used. Source participant is the agency that operates the
service; e.g., King County Metro operates the Sound Transit service in the first group.

Institutional Unlinked Ridership Summary

Report Dates: 1/01/2005 to 1/31/2005
Lead Agency: King County Metro
Institution: University of Washington

Service Source Transit Cash Fquivalent

Institution 1D Branch Participant Participant Operator Mode Full Fare Value Boardings Total Fare Value
12345 Seattle 5T KCM KCM BUS $1.00 500 $500.00
12345 Seattle 5T KCM KCM BUS $1.50 500 $750.00
Subtotal ST/KCM 1000 $1,250.00

12345 Seattle ST CT CT BUS $1.00 S00 $500.00
12345 Seattle 5T CcT FT BUS $1.50 500 $750.00
Subtotal ST/CT 1000 $1,250.00

Subtotal ST 2000 $2,500.00

12345 Seattle KCM KCM KCM BUS $1.00 500 $500.00
12345 Seattle KCM KCM KCM BLIS $1.50 500 $750.00

Subtotal KCM/KCM 1000 $1,250.00
Subtotal KCM
12345 Seattle
12345 Seattle
Subtotal CT/CT
Subtotal CT

12345 Seattle
12345 Seattle

Subtotal KT/KT

500 $500.00
BLUIS $1.75 500 $575.00
1000 $1,375.00

Subtotal KT 1000 $1,375.00

12345 Seattle PT BLS . a00 Fa00.00
12345 Seattle PT PT PT BLS 5175 a00 Favye.00
Subtotal PT/PT 1000 %1,375.00

Subtotal PT 1000 $1,375.00

12345 Seattle ET ET ET BLS $1.00 a00 Fa00.00
12345 Seattle ET ET ET BUS 5174 a0d Fa7a.00
Subtotal ET/ET 1000 %1,375.00

Subtotal ET 1000 $1,375.00

12345 Seattle WifsF WifSF W SF Ferryboat %800 a00 $2 500.00
12345 Seattle Wy SF WYSF WWSF Ferryboat 53.00 o0a $4,000.00
Subtotal WSFWSF 1000 $6,500.00

Subtotal WSF $6,500.00

Subtotal Seattle Branch $15,750.00

Total University of Washington G000 $13,730.00
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INSTITUTIONAL VANPOOL SUBSIDY STATUS REPORT (FUTURE CAPABILITY)

The Institutional Vanpool Subsidy Status report, when available, will provide Business Accounts
with details of subsidies used on vanpool services. It will provide Business Account vanpool
administrators with the full fare amount per vanpool, the Business Account’s subsidized cost

and the cardholder’s share of costs.

Institutional Vanpool Subsidy Status
Lead Agent: King County Metro
Institution: University of Washington
Vanpool 1D: Alll Yanpools
Report Period:  7/1/04-7/31/04
Monthly
Agency Vanpool Fare Institution Subsidy Cardholder

Institution Institution ID  Branch VanpoolID CSH Product Type Amount Agreed Amount Contribution
University of 12345 Seattle 46 99999123 KCM WP $50 Pass  § 40,00 % a0.00 % -
Washington
University of 12345 Seattle 46 99999124 KCM WP §30 @ 40,00 % 3000 & 10.00
Washington

Subtotals VYanpool 46 80.00 % 80.00 % 10.00
University of 12345 Seattle a6 5 60.00 % 1000 & 50.00
Washington
University of 12345 Seattle a6 5 60.00 % 2000 & 40.00
Washington
University of 12345 Seattle a6 5 60.00 % 2000 & 40.00
Washington

Subtotal Vanpool 56 $ 180.00 % 50.00 % 130.00
University of 12345 Tacoma 33 98999128 PT WP $30 Pass ¥ 000 % 3000 %
Washington
University of 12345 Tacoma 33 9895949129 PT WP $30 Pass ¥ 000 % 3000 %
Washington

Subtotal Vanpool 33 $ 60.00 % 60.00 %
Subtotal University of Washington $
Total King County Metro $ 320,00 % 190.00 § 140.00

79 || Business Account Representative Training Manual

V.4 - 03/29/10



INSTITUTIONAL VANPOOL USAGE REPORT (FUTURE CAPABILITY)

For each Business Account vanpool, this report will, when available show the cards and the
products and value used by each of cards for the reporting period.

Institutional Vanpool Usage
Lead Agent: King County Metro
Institution: University of YWashington
Vanpool ID: All Yanpools
Report Period: 7/1/04-7/5/04
Agency Lead

Institution Institution ID Branch Vanpool ID Agent CSH Product Type Date/Time Fare Value
University of YWashingtan 12345 Seattle 46 KM 94959123 Furze Tirzoond § 2.00
University of Washington 12345 Seattle 46 KCM 99999123 Furse Trxzon4 § 2.00
University of YWashingtan 12345 Seattle 46 KM 94959123 Furze Tidrzond % 2.00
University of YWashingtan 12345 Seattle 46 KM 94959123 KCM VP §50 Pass Tiarzo04 % 2.00
University of Washington 12345 Seattle 46 KCM 99999123 KCHW VP $50 Pass Traizond § 2.00
University of YWashingtan 12345 Seattle 46 KM 94959123 KCM VP §50 Pass Tigrzoo4 % 2.00
| Subtotal 99999123 R 6§ 12.00
University of Washington 12345 Seattle 46 KM 99399 O _:Ch P §30 Pass Ti4izo04 % 2.00
University of Washington 12345 Seattle 46 el 999}9&\&&%1 VP §30 Pass 752004 § 2.00
[ Subtotal 999997124 <O\ 3 4.00]

Subtotal Vanpool 46 ~ 8 % 16.00
University of YWashington 12345 Seattle 56 KC 9&@; CTWP $50 Pass Tirzoond § 2.00
University of Washington 12345 Seattle 56~ /@R\ 9999125 CTWP $50 Pass Traz2o04 % 2.00
[ Subtotal 99999125 ( LR\ A3 4.00]
University of YWashington 12345 Seattle 56 ' 99899123 CTWP §40 Pass Tirzoond § 2.00
University of Washington 12345 Seattle A6 \@KCM 95459123 CTVP §40 Pass Tryzo04 § 2.00
[ Subtotal 99999123 A3 4.00]

Subtotal Vianpool 56 4 % 8.00
University of YWashington 12345 Tacoma 33 KCM 99595131 PTWP $30 Pass Tirzoond § 1.00
University of Washington 12345 Tacoma 33 KM 95989131 FTWP $30 Pass Trazo04 % 1.00
University of YWashington 12345 Tacoma 33 KCM 99595131 PTWP $30 Pass Tidrzond % 1.00
University of YWashington 12345 Tacoma 33 KCM 99595131 PTWP $30 Pass Tiarzo04 % 1.00
University of Washington 12345 Tacoma 33 KCH 99989131 PT WP $30 Pass Tiai2004 § 1.00
[ Subtotal 99999131 5§ 5.00]

Subtotal Vianpool 33 5 % 5.00
Subtotal University of Washington 17 % 20.00
Total King County Metro 17 % 29.00
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UNREDEEMED PRODUCTS REPORT

The Unredeemed Products report provides the Business Account with details of products that
were ordered, but not redeemed, during the billing period or the agreement period. These
products include vouchers which are not redeemed because cardholders did not tag their cards

within the required timeframes.

This report can be used to view Business Account cards which are due to expire or have
expired, based on the reporting period selected.

Unredeemed Products

Lead Agency: King County Metro
Report Period: 12/1,2004 to 12/31/2004

Institution Institution ID Branch

University of Washington 12345 Seattle

University of YWashington 12345 Seattle
Subtotal 12/12:2004

University of Washington 12345 Seattle

University of Washington 12345 Seattle

University of ¥WWashington 12345 Seattle

University of ¥Washington 12345 Seattle
Subtotal 12/18:2004

University of Washington 12345 Seattle
Subtotal 12/26:/2004

University of Washington 12345 Tacoma
Subtotal 12/13:2004

University of ¥WWashington 12345 Tacoma

University of YWashington 12345 Tacoma

Subtotal 12/17/2004

Total University of Washington

Date

Expired
121272004

Product Type CSH
ePurse 9951125-

3001224
GA999124
§oFass 99993125
$3Pass 99993126

1211272004 ePursg

92993127
92999125
12/28/2004  KCM $3 Pass 99999129
121372008 ePurse 99993123
1201772008 KCM %3 Pass 00993125
121772008  ePurse 929991258

L=

L Y A R R R ]

)

Product
Value
35.00

£0.00
95.00
15.00
15.00
34.00
20.00
84.00

8.00

§.00

35.00
35.00
15.00
20.00
35.00

Count
100

R

Grand Total King County Metro

257.00
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APPENDIX A

The following information details the necessary file structure to Import a Card Group. Please
seek the expertise of your Information Technology Department should you need assistance.

XML FILE AND RECORD STRUCTURE — CREATE/ MAINTAIN CARD GROUPS

File Element Description/layout

<?xml version="1.0" encoding="UTF8" ?> Standard XML file header

<maintaincardgroups> Start file description node

<institution> Start institution node
<name>Nix BA 001 </name> Institution name node
<id>1050479</id> Institution id node
</institution> End institution node

<cardgroups> Start card groups node

<cardgroup> Start card group node
<id>382</id> Card group id node
<name>1234567890123456789012345678901234567890</name> Card group name node
</cardgroup> End card group node

<cardaroup> Start card group node
<id>1050405</id> Card group id node
<name>Default Group 1050479</name> Card group name node
</cardgroup> End card group node

<cardgroup> Start card group node
<id>451</id> Card group id node
<name>Group for New Branch</name> Card group name node
</cardaroup> End card group node

<cardgroup> Start card group node
<id>405</id> Card group id node
<name>test</name> Card group name node
</cardgroup> End card group node

<cardgroup> Start card group node
<id>452</id> Card group id node
<name>test 2</name> Card group name node
</cardgroup> End card group node
</cardgroups> End card groups node

<cards> Start cards node

<card> Start card node
<cardserialnumber>99918010</cardserialnumber> Card serial number node
<aroupid>405</groupid> Card aroup id node
</card> End card node

<card> Start card node
<cardserialnumber>99918011 </cardserialnumber> Card serial number node
<groupid>405</groupid> Card group id node
</card> End card node

<card> Start card node
<cardserialnumber>99916969 </cardserialnumber> Card serial number node
<groupid>405</groupid> Card group id node
</card> End card node

<card> Start card node
<cardserialnumber>99918000 </cardserialnumber> Card serial number node
<groupid>1050405 </groupid> Card group id node
</card> End card node
</cards> End cards node
</maintaincardgroups> End file description node
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